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Accounting/ Billing 


Mo. 
In-house computer extends selling season ................4 Jan. 
Why this company replaced an outside service bureau 
with its own in-house computer 
eT May 
There was no room for equipment nor extra people but a 
great need for a computerized accounting system 
New system gives edge on competition ................::0004 July 
On-line order entry system reduces book distributor's de- 
livery time by 50%; invoicing is part of the process 
Small computer controls accounting .............::ceeee/ Aug. 


It also updates the mailing list, fills customer orders, is- 

sues invoices, pares inventory, produces management re- 
ports 

“We took the plunge (into electronic accounting) 
OE peisectiseiniitcrsencceseesensserninnsnsccnnens Sept. 
New business could have overwhelmed a manual ac- 
counting system. But $20,000 worth of sophisticated 
equipment now keeps track instantly 

They researched for a year, knew exactly what they 


wanted and needed from a computer—and pro- 
ceeded to get it programmed that way ..................0+ Nov. 
Communications 
Door opens to lower communication Costs............... Mar. 


Customers soon will be able to purchase telephone an- 
swering and recording equipment from independent sup- 
pliers 

How Habitat handled credentials for the b 
media gathering in the World...............:.ccccccsseseeeeeeeeeed July 
Facsimile machines transported documents, newspaper 
copy and credentials across the continent in four minutes 


Everyone’s out, the phone rings, and .. ...........:.:.0000/ Aug. 
The answer for this Toronto lawyer is a telephone an- 
swering machine 
{ee a A 


ESP is worthy of sober consideration. Computer commu- 
nications experts say human brain waves travel faster 


than the speed of light—in fact, instantaneously 
Pocket paging system blankets campus..................06. Sept. 


BEEP!—followed by a voice message is the back-bone of 

this communications set-up. An access code alerts main- 
tenance and security people 

Electronic network promises end to trade docu- 
En Rn een en ee Ce AEE te SORE eee: Nov. 
Terminals may be the mailboxes of the future. Computer 
technology, hand in hand with telecommunications, may 
eliminate forever lengthy post office delays 


Copy/ Duplicating 
Promo sheets and mailers done in-house with ease .May 
Calgary food services company tries out its new equip- 


ment with promotional sheets for 60 companies in a food 
fair 
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Duplicating backlog vanishes................csssseeseeseeeeeees May 
Duplex printing on 80% of all jobs cuts 50% of the paper 
costs 

Ottawa bears down on photocopier misuse to save 

Se Nes povaaceseuich eeciecoucusenc oe ieee ee am May 
The growth rate of photocopying costs had reached 38% 
yearly; in industry, it’s only 22% 

Plain paper copiers—five ycars from now ................ Oct. 
One-step color reproduction, better imaging and truly 
plain paper are among breakthroughs you may expect 
Same day service—and no Overtime............ cece Nov. 
In a deliberate battle against an ever-growing workload, 
CN’s reproduction centre is now completely tinder con- 

trol 


Data Processing 
The fine points of remote computing ...............ee Feb. 
What it is; what it can do for a company; a detailed run- 
down for those who may be unaware of remote comput- 
ing services 
How to get the best contract for your remote com- 
I I cirtnenisrinnsysinintininsinciiiennincisionionhincaieneastonnae Feb. 
The points to consider carefully before you sign a con- 
tract with a service bureau 
Lam Bae ZS PROG CUCTIIIOUR..........-0.coreeseressesnscarsnensnsnnes Apr. 
A partsman in a remote Mackenzie Valley location can 
get immediate information on what’s in stock anywhere 
in British Columbia 
“We're only just getting to know computers, and 
that’s because, for the first time, they’re in a rea- 
SOIR POI BONIS ss cassis ccs csensessnicsnoraeeesnedoricteesneees June 
There are so many choices—mix and match your equip- 
ment, don’t be tied to one manufacturer 
A new CoulaAge INGUSIY: 1S DOM ..........5...:6c0.0s5000.-cscceoeeed June 
Choose your own hours? Work at home? One computer 
services company has found it quite lucrative 
Luckily, VanCity didn’t believe the experts . . 
From nothing to a total on-line system in one year. The 
experts are still shaking their heé ids in disbelief 
The conversation that never was cost millions .......... July 
A plea for the elevation of data processing to manage- 
ment rank 


Ottawa to cut EDP costs, personnel ............:s:seeeeee Oct. 
Annual growth rate for EDP costs drops 27%; there’s re- 
straint ahead 

Dictating 
EURO? BE SB IOIE csi ncccisihcnetcccdacnrntanaecte Feb. 
Executive secretaries speak plainly about perils they face 
Caii't GICtate? SUPPlOTS TEND ....<isis...cssssssccsencsssaonsesenosd Apr. 


Ask your supplier for education if you have trouble talk- 
ing when you pick up your dictating unit 
Turnaround reduced from 24 to four hours.............. Oct. 


The static’s gone—and so are the breakdowns 
Equitable Life has new equipment 


now that 


secustioees June 
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Environment 


Isn’t that desk a kitchen table? ....................cccscocscsseees Jan. 
True enough, it likely started life in a Quebec farmhouse 
kitchen. Now it’s a functional desk in a Montreal highrise 
Landscape works well for Gillette ............:.:ccccceeeeee Feb. 
A blending of exterior and interior features emerges from 
close working relationship of designer and architect 


Paper flow system hits market ...............c:cssssseseeesseees Mar. 


Six trays form the heart of the system, which can be cus- 

tom designed to handle paper in every department 

Carpet specified as neutral background .................004/ Apr. 
Urban recycling project in Vancouver—a Show Mart—is 
dressed up with carpet 

Non-smokers’ areas in every office: wave of the fu- 
NE soiccissser cirri aaa May 
You don’t smoke—and you sit in a cloud of blue haze all 

day long. What can you do about it? 

Smokers have no chance for jobs .............::ccceceeeeeee May 
Cigarette smoke is unbearable to Tom Sluyter, so he hires 

only non-smokers 

If they hang pictures in their offices, don’t knock it June 
It just shows they are trying to feel at home 
to pay for contented employees 


a small price 


“We have begun to rebel against the dreadful 
monotony of the open office plan” .............ccccceeeeeees July 
The British Columbia government’s approach to offices 

has changed radically 

By Their Furniture Shall Ye Know Them................./ Aug. 
Manitoba government issues manual of furniture per- 
mitted by rank; even the ashtrays are counted 

Palm and banana trees bow to PINES .............:cececeeeed Aug. 
One company opts out of the tropical plant scene; others 

go the hydroponic route 


“Environment is a reflection of what we are .. .”.....Sept. 
Octagonal shape of new Eaton tower gives unusual inte- 

rior floor area yet allows for furnishing flexibility 
Manufacturers bank on growth of landscape ........... Oct. 


New office furnishings that you will see at the Interior 
Design show 

Lighting: it’s all the way you look at (in, under) it...Oct. 
A design consultant and an optometrist put their heads 
together for better seeing 

ONS MARS TERE WO DS TEIN wan ccs cseineosnicisncvcncssnzecssscenies Nov. 
Watching the revolutionary pacemaker being made re- 
quires a special kind of decor. Furnishings had to be con- 
vivial to public tours and efficient for the staff 


Information Retrieval 
Records managers must fight for their place in the 
TL I ET oS Jan. 
Responsibilities start with the creation of the record and 
include influence on decisions in forms, filing equipment, 
suppliers and office planning 
Did you know it costs $7,500 to maintain 50 file 
| ee ACRE Se Jan. 
The records manager should take a hard look for new 
ways to save money 
Microfilm: basis for decision ................ccccccccseceeeeeeeeeeee Jan. 
A cost-benefit study will determine if microfilm is justi- 
fied: here are some of the criteria to be used 
Could you be in business 24 hours after a fire? ......... Jan. 
It could take a year to decide which are your vital records. 
And don’t store them across the street from your office 
OE Se PRUNE SUIS ia sceniccvenntcenscomnsdieckaoeibnars Feb. 
Here’s what three companies are doing to standardize 
their procedures manuals 
So you want a filing system that really works........... Feb. 
The five methods of classifying and arranging records; 
how to choose the best for your company 
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“We have 24 major subject categories of corre- 
NE TE srvisciceniinitnionmnninniatientccminianntciancyeiatuni Apr. 
Incoming correspondence forms the front line of an auto- 
mated information retrieval system 

ek Eee Er eRe May 
This checklist will tell you if you need an overhaul of 
methods 

PUGS ah IE Gh Ge NE a scisescscscinscescetcscticesencs June 
The term ‘filing’ clerk is passe, or it should be. B.C. Tel 

has 34 classifications for records clerks 

Key Tag service solves storage problem.................++ Aug. 
Company gains new-found ability to cross-reference 
computer printout lists of names with customer order 
forms 

Microfiche speeds work flow ..............c.0.-c-cssssseesesesoose Aug. 
System ensures file integrity on a daily basis 

Pile retrieval tame: 16 eect 5. 5.isc.scssiensivcescsonecee Sept. 
Records retention schedules were non-existent—many of 
Eaton’s records dated back to the late 1880s. Opportunity 

for improvement was tremendous 

Microfiche saves 25% on customer service costs....... Oct. 
Now that the bulky resource books are gone, Bell service 

reps handle more calls per day 

Lazy Susan works for order desk ...............ssscsseseeeeeee Nov. 
The Lazy Susan has moved out of the kitchen and it 
works so well as a central filing unit that management 
wonders why it wasn’t implemented years ago 


Continuous filefolders cut two-month task to one 
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A new year will always demand new filefolders. The computer comes 


to the rescue again 


In-Plant Printing 
Mini-computer revolutionizes in-house print facil- 
UY isicesencasaccnscoaesicspstapetwasncetsasct cae iuaysaec inseam erential July 
Manual revisions will take only a few hours, rather than a 
week 
Seed company solves in-plant problem...................+. July 
Registration, feeding and quality presented a challenge; 
seed envelopes vary in size and the type is small 
In-plant future looks bright: Hull ..............ccceeeeees July 
Commercial printers may dwindle to a few large com- 
panies as the in-plant market continues to expand 
It may just be a service department, but it pro- 
duced 26 million items last year ...........:.cccccseeeeeeeees July 
Great-West Life will not compete with commercial print- 
ers; its in-house operation provides less than 10% of its 
annual printing needs 
Graphic Trade *76 SiGe ......-..c.cesevsscsuseorssrevserscssers July 


A special section on products to be shown at Graphic 
Trade °76 


Mailroom 


Mail handling product report.............cccscsescseseenesesess Mar. 


Almost any mailroom supervisor will tell you the depart- 
ment is the company orphan. Here is an update on equip- 
ment in the marketplace to speed the flow of mail 

Carrier pigeon market dries up: mail service will 

RE NIN oss ss msaeccs caren nag ib teases cgemasecae Hero a eee Aug. 
Inter-city door-to-door pickup and delivery courier mail 
service to be tested in Canada 

What do you do when the letter is just addressed to 
BI Fo caipneiesseccinasnensssosdescmnsnsies elaitecue te aae tentaratiieatied Aug. 
It’s a 32-acre spread with seven different addresses, 5,000 
employees and 1,350 patients 


Management 
Psychological tests too imprecise to be the final 
WOU OD onion isis cnsepitirataseemtcnentseoeniaonensses Jan. 


The skills and views of the tester himself are almost as im- 
portant as the test evaluation 
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When firms don’t discriminate, they reduce quick 
AO Sel he Ge SE Ri ge Aes een eee eee Jan. 
Productivity, skill and motivation of women increase 
when a company opens positions to qualified applicants 

of both sexes 


Machine specification Chalts...........:ccccccccseeeseseeeeeseees Mar. 


For office machine users, a year-long reference to capa- 
bilities and features of 18 categories ‘of office machines 


BUSINESS MACHINE SUPPHETS............-.c0csiceseess.ceseeseseonees Mar. 


A handy listing of the names, addresses and telephone 
numbers of suppliers 

ee Ee a ea Apr. 
Retired and bored? Here are six people who began sec- 

ond careers with a temporary help agency 


With a flip of the coin sheer merit is victorious........ May 
A light-hearted spoof of personnel selection 
Hae ONIN NE I es sracson scons Atveavocyenavisvsstasetvsoveoctnel June 


A 75-ft. flow chart outlines solutions to a paperflow sys- 
tem overcome by rapid expansion 





Biorhythm as a management tool ..............:.:eceeeeeeees Aug. 
Channeling dull routine work to an employee on a low 
intellectual day may pay off 
ee ee eee Aug. 
A special section detailing current office supplies products 

in the Canadian marketplace 

IP INN RECN NOW i cc sc na ccusneccssecocessensesenserenssese Sept. 
A special section on products to be shown at the Cana- 

dian National Business Show 

He pulls up his socks 18 times in 15 minutes............ Sept. 


IV monitors help to show speakers and managers where 
they’re going wrong in leadership and safety courses 
Operation: Finger Pinky on stage and in real life....Oct. 
The tale of a university staff association in its struggle to 
unionize. It’s a saga that took to st ige and screen 
Np! Of, Se ee ee ee Oct. 


Transactional analysis outlined to Administrative Assist- 
ants 


Word processing 
AE 18 SUI OUBNOIG ooo ccnn conch ovenevevascessciseessnsneen Jan. 
Seven basic guidelines to suggest whether word process- 
ing will work in your office 
Word processing, facsimile speed French circulars .Apr. 
Toronto Dominion Bank head office finds a way to pro- 
duce English, French circulars simultaneously 


A word processing Case NIStOTY...........:cceeceeeeeeeseees May 
Hoffman-Laroche saved $50,000 last year—it’s because of 

the corporate WP centre 

Big WP centres frightening? Try mini-centres and 
OE, RI coaster cone sientsviscnauarerpiiteaneneaiasithios ass Nov. 


A friendly team spirit is often the result of decentral- 
ization. With smaller WP centres, morale may shoot up 
so may productivity 
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Internal telegrams, Telex messages, correspon- 
IGM AUN WAL SH” COUREIINE «5 csusiszsnccensccusescvcondveonbveseaveeres Nov. 


CN has converted to WP in a big way. Even turnaround 
time for all users has been accomplished 


Benefits Canada (Supplement) 


Pension Fund investment: 1976 will be a year of 


NEI S28 Sc ons irtbasninineaseineaienile ADELA June 
DO DENREHtS COSt TOO MUCH? ... ......00ccsccsciccosdgeseeccdssccsesce June 
Company sponsored RSP’s increasingly popular.....June 
Three basic profit sharing plans .................... RussacteRavs June 


What about dental insurance? 0.0.0.0... cceeeeeceeeeeeeeed June 


Government regulations: how they hit pension 
PUNE eon cascu atom tues Gedecesoasvvcivis catecetude rs eachy wens se aeceeeenNeeae June 
ERRG CRESS 1-Y POMDI ON THINS 56 55 5cciss nese ces cones soveesetnoneed June 
Employee benefit strategies during controls.............J June 
Physical fitness may keep employees on payroll 
IIIS siti ssiinsemennennntsiionenarancrtan totnonicabnbnesiionee June 
CUPE authority calls for joint participation in 


NU NNN cs wine cuscs sessnccecbe steeyeosnatocbetecuateeiscsateeedl June 


Produce or perish: how not to choose a group life 
URN cei eh eect csspeni une; atsceahansceievisevinsouseuicesiasenctsetpes peti June 


Employees complain about group life plan? Tell 


ORR FU NIN snc once ccrsestreecdhercsaanpecsvenstionssoransestssivegees June 
Trusteed private pension funds: corporate vs indi- 

MN testa lias sncaapu ce snliceHsvakes oapeuk eb enesacsecivessespateyestHias ted June 
Disability insurance on the increase ..............eceeeee June 

Canadian Secretary (Supplement) 

The original secretaries were monks (because they 

NIE DUI GIT EMC) aac onescnsinecucsncenvaeictepascetccrestyszees Sept. 
SR) RENAN, SOTO TAO 5605. sons seosgvadccsenscossesstonsounien Sept. 
A wily guide for the novice inveStOF ............:.:c0eeeee Sept. 
Looking for upward mobility? Decide what your 

I aceite cnacianecinsjonnguonictinnstatitaiidonxeinnnianitonii Sept. 
Leisure: travel packages cater to singles ................+. Sept. 
Associations, schools geared to secretarial profes- 

SEIMEI ce cei sonzcson ek susie quacivetoaistluaseatesebenbsedebesstseui ae Sept. 
Health: more women dying of lung cancet............... Sept. 
The ideal secretary: six bosses day-dream ................ Sept. 
OT 555555 ony scchccscxtuoncwscbobeaveaterasinsencdeedssn teeters Sept. 
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Good things 
keep coming from H 


A good example: Our new 9000 Series Desks. The new, exciting, fresh and different 
style offers you a wonderful opportunity to modernize and beautify your offices. 


We combine proven steel pedestal components with new technology in the assembly of 


wood case panels to create 9000 Series — another example of the good things that keep 
coming from HON. 


HON 9000 Series desks, and other fine HON products are available now from leading | 
office furniture dealers across Canada. Ask to see HON’s new Catalogue too! 


re > A. R. DAVEY COMPANY LIMITED 


154 MILVAN DR., WESTON, ONTARIO M9L 2A2 
a.r.davey | VANCOUVER DIVISION: 
C.M. HARRISON & CO. LTD., 1080 HOMER ST., VANCOUVER, B.C. 
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Terminal swims through coffee 


Helmut Eppich, co-founder of Ebco Industries in Rich- 
mond, B.C., decided nine years ago there had to be a way 
for his company to keep track of work in progress 
throughout the engineering workshops and plant. Re- 
cently, he unveiled the fruit of his labor — an intelligent 
data terminal smaller than a typewriter, and according to 
Eppich, a year ahead of the competition in the data field. 
The unit was designed with normal working environments 
in mind, not a dust-free air-conditioned situation. The 
proof seems to be in the testing: at one stage he covered it 
with metal filings and then poured a cup coffee into it. It 
still worked. 


Forget Ottawa if you're 
in the crime business 


If you're a criminal, best to get out of Ottawa. A break-and-enter sus- 
pect admitted to one or two crimes but said he could not recall any 
others. As a result of a computer search, appropriate dossiers were 
pulled from the files and delivered to the investigating detective 
while the suspect was still being questioned. Upon being confronted 
with the evidence, he admitted to 23 other specific cases. Police are 
jubilant with their new information system called TOPCOPS (The Ot- 
tawa Police Computerized On-Line Processing System). Computer and 
software was provided by Sperry Univac division of Sperry Rand 
Canada. Forms analysis for the system was carried out by R. L. Crain 
Ltd. National Research Council helped too, by devising a grid break- 
ing the city into 588 atoms so that all occurrences can be classified 
by location with pinpoint accuracy. Police now record information 
onto multi-copy computer-compatible forms. And, it is to be noted, 
make it much tougher for the average person who has assumed, un- 
til now, that crime does pay. 


Financial figures 
no longer enough 


Straight financial results may soon no longer be the main 
goal for the trained accountant. According to Marcel 
Belanger, president of the Canadian Institute of Char- 
tered Accountants in a Winnipeg Press interview, social 
accounting is going to be the new in-technique. And it’s 
going to demand a lot more from the profession. Since 
jaundiced investors and the public are less and less satis- 
fied with straight columns of figures, accountants are now 
going to have to narrow the communications gap and be 
able to spell out an overall view of business; attitudes 
toward environmental protection; hiring of women; and 
minority groups in Quebec. And companies are going to 
need those progressive accountants who can communicate 
such social information. Looks as though the financial 
boys are headed back to the school desk! 
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Tact is called for 


A computer keeps track of what its guests are doing and 
whether the rooms are made up in Vancouver’s newest 
hotel, the Plaza International. The computer can store 
reservations for up to two years, said manager Wayne 
Clease. The front desk and executive housekeeper will 
have viewers and printers to keep track of who’s in what 
room, how long they’re staying, and whether the room is 
made up or not. Presumably the NCR Inn-tact system, 
said to be the first in Canada, is not programmed to 
scream throughout the lobby if a guest is a half-hour 
past the checkout time? 


About bad decisions .. . 


You make decisions every day, in every area of your 
work. Most are good decisions, or you wouldn’t be 
where you are. But some are not so good, and when this 
is the case, you should ask yourself: “Why?” Usually, 
says Managementips, the Office Overload publication, 
the answer will fall into one of the four following cate- 
gories: 

1) The decision was made solely on the basis of some- 
one else’s opinion. When you are responsible for results, 
you should have the facts, not just a subordinate’s opin- 
ion. 

2) You assumed that what worked in the past will work 
as well today. A good bet, but not a sure one. Whenever 
you make a decision based on a precedent, ask yourself 
if the precedent is still valid. 

3) Your decision was based on a hunch rather than on 
the facts. Everyone has biases and prejudices and they 
are the input into “intuition”. If you have a legitimate 
hunch, it’s easy enough to confirm it with the facts. Do 
SO. 

4) One of the worst ways to make a decision is to put off 
making it in the hope that the problem will go away or 
solve itself. This ignores the possibility that the problem 
will get out of hand. It’s usually more efficient to put a 
fire out than to keep an eye on it until it goes out by it- 
self, even when that’s a predictable result. 
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Hand held Scientific 
and Financial Calculators 
from Hewlett-Packard. 


H P-22 Business Management with financial 
and statistical functions. 


Specifically designed for the rapid solving of business 
management calculations, the HP-22 automatically 
computes discounted cash flow, compound interest, 
annuities, depreciation, amortization, mean-standard 
deviation and many more business-oriented 
procedures. It has 5 financial memories, 4 operational 
memories and 10 addressable memories for data 
storage and register arithmetic. 

* Expanded percentage capabilities — including 
margins, mark-ups, discounts, chained discounts 

and percentage differences 

* Full decimal display control, 0 to 9 places 

* Automatic switch to scientific notation with range 
from 10-99 to 1099 

* Operates on rechargeable nicad battery pack or 


AC power. H 
AC adapter recharger and 2 1 re) 00 EAC 


carrying case included 


H P-21 Scientific with RPN logic system 


The HP-21 is one of the most compact of all Hewlett- 
Packard models, yet it provides 32 pre-programmed 
functions, including rectangular/polar co-ordinate 
conversion, register arithmetic, common log evalua- 
tion and trigonometric functions in radians or degrees. 
The Reverse Polish Notation logic with 4-register 
stack lets you solve problems your way, without 
copying parentheses or worrying about hierarchies. 

* Full display formatting permits you to choose 
between fixed decimal and scientific notation and 
select number of places displayed. 

* Rectangular/polar conversions. 

* Degree/radian mode selection and conversion. 

* Scientific functions include sine, cosine, tangent, 
arc sine, arc cosine, arc tangent, e*, In, 10* and y*. 

* Operates on rechargeable nicad battery pack or 

AC power. 


AC adapter/recharger and 1 29 00 EACH 


carrying case included 


H P-65 Hand-held Scientific Calculator with 
insertable computer-programming cards 


The HP-65 is the most advanced of all hand-held display 
machines. In addition to being a multi-function scientific 
calculator, it accepts pre-recorded program cards that reduce 
lengthy and complicated calculations to a few simple steps. 
With the HP-65 you can create your own custom-made 
programs without having to learn difficult computer language. 
* 15-digit illuminated LED display (10-digit mantissa, 
2-digit exponent, 2 signs plus decimal) 

* Operates on rechargeable nickel-cadmium battery pack 

or AC power 

* Program memory stores up to 100 steps 

* 9 addressable memory registers 

* Magnetic card-reader/writer 

* Additional pre-programmed or blank cards available 

* Includes standard pac and application guide 

* 4 register operational stack. Plus “last X"’ register 


AC adapter/recharger and 00 EACH 
carrying case included 


H P-80 Hand-held Calculotor with 36 
financial capabilities. 


The HP-80 solves hundreds of time and money problems 
for the businessman, including complex future date 
calculations, contract and delivery planning, purchasing 
schedules. It has a 200 year calendar (1900 to 2099) to 
use in financial-forecasting and a Trend Line key for 
projecting future trends 

* 15-digit illuminated LED display (10-digit mantissa, 
2-digit exponent, 2 signs plus decimal). 

* Selective round-off, 0-6 places. 

* Constant-storage memory register. 

* Trend line key for straight-line forecasting. 

* Calculates yield to maturity, bond rates, 

present and future values. 

* Operates on rechargeable 

nickel-cadmium battery 

pack or AC power. 


AC adapter/recharger and 379 00 EACH 
carrying case included 


HP-55 (NOT SHOWN) 
Hand-held Scientific Calculator with keystroke 
programming, full 49 step program memory and timer 


425 00 EACH 
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Source Record Punch electronic 
data collection devices are de- 
signed for use on-site where 
transactions or events occur. They 
receive and organize information 
from punched cards, embossed 


cards, plastic _ identification 
badges, scales, clocks and count- 
ers. The units automatically 
record from any device which can 
provide a digital signal as well as 
from their own keyboard and in- 
ternal preset slides. As informa- 
tion is accepted on standard 80- 
column tab card at transaction 
source, it becomes input for data 


‘processing with no further tran- 


scription, keypunching or addi- 
tional processing required. 
Records are man and machine 
readable. Uses include control of 
production processes, materials, 
maintenance work, purchasing, 
receiving and tools, company 
says. R. L. Crain Ltd., 190 Rich- 
mond Rd., Ottawa. 


VUcom 3 is a visual display data 
communications terminal that is a 
microprocessor controlled cath- 
ode ray tube unit with plug-in 
modular circuit boards. Features 
can be added on a firm’s prem- 
ises, and the unit can operate in a 
communications or in-house en- 
vironment. The basic unit dis- 
plays 960 characters in 12 lines of 
80 characters. The display expan- 
sion option has a maximum of 
1,920 characters in 24 by 80 
format. The machine operates at 
speeds from 110 to 9,600 bits per 
second. For greater storage ca- 
pacity there is a magnetic tape 
cassette recorder that has 50,000 
character storage capacity. The 
unit can be connected with any 
EIA RS 232C printer operating at 
speeds from 30 to 120 characters a 
second. The Computer Communi- 
cations Group, 145 King St. W., 
Toronto. 
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Victor has expanded its hand- 
held calculator line with three 
models ranging in price from 
$59.95 to $119.95. For general 
calculations, the Model 104 has 
automatic squaring, reciprocal, 
square root and percentage along 
with constants in the normal 
arithmetic functions. An accumu- 
lating memory, 8-digit display 





Four types of cabinets have been 
introduced for storage and 
cataloguing cassette tapes in of- 
fices. The Simplector 12D is a 
desk top model with an index in 
the dropdown lid. It holds 12 
tapes and comes in beige. Sim- 
plector 30M is of modular design 
and has a starting capacity for 30 
tapes. There are additional mod- 
ules, which snap together, that 
can be added to the unit. Another 
model, the Simplector 50M can 
hold 50 tapes and is a two-tone, 
metal cabinet and the Simplector 
90M is a large capacity unit that 
stores 90 tapes. The heavy metal 


Ty 


7s Se 
and full floating decimal are 


other features. Model 106 slide 
rule calculator has 12 scientific 
functions. Model 107 has 24 sci- 
entific functions including paren- 
theses keys, degree and co-ordi- 
nate conversion and _ scientific 
notation. The display is 10 digits. 
Victor (Canada) Ltd., Box 10, 
Cambridge, Ont. NIR 5T1. 


cabinet has indexes on the inside 
of the two doors which can be 
locked with a key. A push button 
propels tapes out of their slots. 
Apsco Products (Canada) Ltd., 
4075 Gordon Baker Rd., 
Agincourt,Ont. M1W 2P4. 





A new type of paper for typists 
wanting up to six copies, the Au- 
tocopy TYP/6 is carbonless. Six 
sheets are placed behind the let- 
terhead sheet, put in a typewriter 
and the letter can be typed. 
Copies can be recopied on any 
photocopying machine. The pa- 
per comes in 250-sheet dispenser 
packages that fit desk drawers. 
Earl C. McDermid Ltd., 237 
Limestone Cres., Downsview, 
Ont. 











Whether your're hiring 
for 5 days or 5 years 
you want the 





same higiy 
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Two companies... 
one idea. 
Performance. 

Our two companies 
have always been 
part of the same 
organization—the 
Drake International 
group of companies. 
And we have always 
known that good 
people, and good 
performance, are 
the most important Ws 
assets your company can 
have. That goes for whether i 
they're temporary, or permanent staff. No 
difference. Both our companies go to great 
lengths ... like testing, reference-checking, 
interviewing ... sO you can expect the 
highest possible quality of employee when 
you call us. Either of us. And since both 


erformance 
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our companies are 
the leaders in their 
respective fields, 
you'll have a much 
better chance of 
getting the employee 
with exactly the 
qualifications you 
| need. The first time. 
| But if we agree in 
quality and 
L ei performance and 
'*\ — service, why two 
, companies? Each 
a i area of personnel 
service ... temporary 
staffing and permanent placement ... 
requires its own specialized expertise. One 
company just can’t do it all. So when you 
want quality personnel, for a week or a 
lifetime, call our companies. 
Because two heads are better than one. 


Our two companies can help 


office 


¢) overload 


Cirake 
Personnel 


a DRAKE INTERNATIONAL company 


CANADA ® U.S. @ U.K. e EUROPE ¢ SOUTH AFRICA ¢ AUSTRALIA e NEW ZEALAND 
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The high capacity Intimus 406 is a 
shredder with a 16-in. throat 
Opening and cuts up to 30 
sheets/second and 100,000 sheets 
an hour. Index and computer 
cards, continuous forms and light 
metal printing plates can be 
shredded into \4-in. strips, and 
continuous forms can be fed au- 
tomatically without using a fun- 
nel. The 24x15x10-in. machine 
sits on a 30-in. high stand and 
empties into disposable plastic 
bags. The motor is 1% hp. Data- 
tech Inc., 1191 Mountain St., 
Montreal, H3G 122. 





Model P12F, a 12-digit desk-top 
display unit, is a top-of-the-line 
calculator for heavy-duty use. It is 
AC operated and features auto- 
matic comma marker, full float- 
ing decimal with underflow 
checks, round-off and cut-off, di- 
rect access memory, live % key, 
chain and constant square and 
powers, reciprocals, square root, 
zero suppression, three working 
registers. Retail is $149. Philips 
Electronics Industries Ltd., 116 
Vanderhoof Ave., Toronto. 
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Two 12-digit printout calculators, 
the CP 1210 and the CP 1200, 
have the keyboard layout of 
standard adding machines. Both 
keyboards have the same button 
configuration as the ordinary add- 
ing machines, and two key roll- 
over and buffered keyboards for 
faster operation. The CP 1210 has 
an accumulative memory system 
and a Grand Total Key system 
for addition and subtraction. 
Other features include a percent- 
age/add-on button which pro- 
vides instant computation of dis- 
count and add-on problems. 
Raising to powers and reciprocal 
calculations can be done in single 
step operations. All calculation 
results can be obtained with float- 
ing or fixed decimal at 0, 1, 2, 3, 4, 
6 or add mode. The CP 1210 is 
powered by 115 v ac and prints all 
tabulations on 2'4-in. paper at 2.5 
lines per second. Both units weigh 
8 Ib, 13 oz and measure 10 7/16 x 
13 x 39/16 in. Office Equipment 
Co. of Canada, Box 5300, Don 
Mills, Ont. 


Kwik Color is an alphabetic color 
coding that accommodates up to 
50,000 names. There is no need 
for cross-referencing. Pre-pack- 
aged systems of labels for files of 
various sizes are available as well 
as folders and guides. System 
may be used in lateral or vertical 
applications. J. D. Malcolm, mar- 
keting manager, Anthes Business 
Forms, 341 Heart Lake Rd. S., 
Brampton, Ont. L6W 3K8. 


Microprocessor-based video ter- 
minal may be customized at any 
time to meet changing needs. The 
W1625, an up to 9600-baud ter- 
minal, accommodates a selection 
of plug-in components, circuit 
boards and peripheral devices. 
Programs are stored in customer 
masked read-only memories 
(ROMS), which modify such op- 


For more information use our Direct Reader Response Card inside the back cover. 





erative characteristics as commu- 
nication protocols and peripheral 
control. Westinghouse Canada 
Ltd., Box 510, Hamilton, Ont. 
L8N 3K2. 





The P-47 tabletop microfilm 
processor does not need a dark- 
room. The unit has a removable 
film magazine that can be loaded 
in subdued light or total darkness, 
and that is impervious to light. It 
protects the film from fogging, 
even when part of the film has to 
be removed. The P-74 processes 
35mm, 16mm and dual strand 
16mm microfilms in lengths from 
6 in. to 200 ft, and more with thin 
films. It also features an auto- 
matic threading feature which 
eliminates manual threading and 
speeds loading operations. The 
70-Ib unit is 14x15x39% in. The 
processor uses | to 2 gal of water 
per minute and delivers 6 feet of 
35mm single strand and up to 12 
ft of 16mm dual strand film per 
minute. Data Retrieval Products 
Division, 3M Canada Ltd., P.O. 
Box 5757, London, Ont., N6A 
4T1. 















Internationally recognized audit trail symbo : 





And that’s good news. 
Especially to the people to 
whom our calculators are an 
invaluable, every day fact of 
life. 

In Canada, Rockwell cal- 
culators have become an 


\ 





Were 
_ growing 
Innumbers. 


Non-add identification code 








Separate calculator and addition register 


important and growing part 
of Canadian Admiral and 
The World of Tomorrow. 
That means that we will have 
the capability to serve you 
better from the many Admiral 
branches across Canada. 
Evidence that Rockwell is 
one of the leading manufac- 
turers of electronic calcula- 
tors is seen in our 400 series 
of Desk Top Printers. The 
405P for example features 
a ten key adder with printout, 
plus a calculator facility. 


Rockwell 
International 


Automatic % function 


pre’s a buffered entry 
system that prevents jam- 
ming, and, of course, the 
405P produces an easy-to- 
read audit tape, complete 
with internationally recog- 
nized symbols. And at the 
top of the 400 line is the 420, 
featuring an unsurpassed 
memory system. 

The World of Tomorrow. 
Rockwell calculators are 
proud to be a part of it. And 
now, more than ever, we're 
growing in numbers. 


Canadian Admiral Corporation Ltd. 
90 Thorncliffe Park Drive, 
Toronto M4H 1M5 
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Ann loses 
45 pounds 
and gives 
advice 


WILL you have a Happy New Year? 


Or will you waste another 12 months of 


your short life feeling like you did last 
year? You know the feeling not 
exactly what you might call "ack. But 
never really feeling chipper either. 

You kept telling yourself you'd feel 
better when you got around to losing 14 
or 20 pounds, cut down on your smok- 
ing and started regular exercise. Every 
time you popped a headache pill or 
downed a stomach settling fizz remedy 
you made a weak mental note to cut out 
all the things that were literally killing 

you by degrees. But you didn’t, did you? 

And you ‘probably ended up the year 
with a glorious holiday binge, soaking 
your liver in alcohol and stuffing your 
already over-burdened stomach. As for 
exercise, the most you probably got was 
to push aside the curtain to peer out at 
the guy you hired to shovel your drive- 
way. 

Now is the time to be honest with 
yourself. Is it worth it to face every new 
day knowing you can’t get through it 
without two packs of cigarettes, a few 
lunch time drinks, a pill or two and an 
elephantine portion of carbohydrates? 
Wouldn’t it be nice to be able to sprint 
up the office stairs instead of living with 
the constant dread that one day the 
elevator might go out of commission? 

There is no way you can be an effec- 
tive employee when it is all you can do 
to get through the day, drag y 
home, shovel i in another load of “goodies 
and then spend evenings getting over 
the effort of getting up in the first place. 
Maybe you “did make it through the 
day. But did you really accomplish any- 
thing? Take a look at your private life. 
More than likely you spend it in a fog 
of weariness, boredom and general dis- 
interest. No wonder. If your body is 
regularly over-stuffed, drugged and pol- 
luted, what can you expect? 

Most of us are even reminded once a 
year that we need help. Many com- 
panies who care about their employees 

now pay health clinics to do a thorough 
examination of their staff once every 12 
months. And every year, you know even 


JANUARY, 1976 


yourself 





before you go for your tests that the 
doctor will once again warn you to lose 
weight, quit smoking and get off your 
posterior. Your cholesterol level will be 
on the high side and maybe your blood 
pressure will be a little less than dan- 
gerously high. What do you do about it? 
The fear the doctor sparks lasts about a 
week. You cut down on eggs. Pass up 
two or three smokes of the 50 a day you 
normally have and walk the dog once to 
the corner and back. When you don't 
feel any outstanding results at the end 
of the week, you give up. 

Stop kidding yourself, Just because 
the doctor sent a report to your em- 
ployer saying you passed, doesn’t mean 
you aren’t in trouble. It’s his job to sub- 
mit a professional medical report. It is 
not, unfortunately, his job to warn your 
employer that you have no serious 
problem today but that you are system- 
atically killing yourself by degrees. 

Do you want to really live and enjoy 
life for a change? Great. Then do some- 
thing about it. But don’t run to the store 
and buy $200 worth of how to diet and 
quit smoking books. Forget the calorie 
counters and don’t ask your wife to buy 
a year’s supply of grapefruit juice and 
lean steaks. Don’t decide to go on the 
wagon permanently. And most of all 


stay off the floor. If you try push ups 
now you'll only collapse and possibly 
pull a stomach muscle. 

All you really need is a little common 


sense. Let your conscience be your 
guide. You know darned well, without 


reading up on a diet book that when 
you are buttering up your sixth slice of 
bread in a day that you shouldn’t. So 
don’t. When you order spaghetti and 
meat balls you can, if you listen, almost 
hear your common sense scream out 
that you are about to murder your body. 
Order a salad instead. There’s nothing 
wrong with a sandwich for lunch or 
even potatoes for supper. But do you 
need a club sandwich with dessert and 
milk and butter on your potatoes? Ba- 
loney to the excuse you eat out some- 
times. So go ahead and eat. But each 
enough for a human being — not as 
though you are a family of : SIX. 

Feel like a drink? Have one. But not 
two or three or four. If you do you are 
not only killing your physical well- 
being, somewhere along the line you 
are adding another pound to your al- 
ready well endowed pot. 

If you are lazy about exercise, and 
most of us are, then don’t. It would do 
you good of course to walk two miles 
every day, join a health spa and go 
swimming once a week. But we both 
know that wouldn’t last long. So do the 
next best thing. Try walking to the cof- 
fee machine instead of having your sec- 
retary serve it. Need a pencil? Go get 
yourself one. When you want to speak 
to a member of your staff, try going to 
their desk instead of always ringing 
your infernal buzzer to get them to 
come to you. They'll appreciate seeing 
you come down off your pedestal once 
in a while to join them in their own do- 
main. 

Where do I get off giving all this ad- 
vice? ape I tried it and it really 
works. | made my resolution last year 
and I've lost 45 pounds and feel like a 
million. Well, almost a million. Now all 
| have to do to really conquer myself 
and the world is to (puff, puff) lick one 
last bad little habit! O 





Isn’t that 
desk a 
kitchen 
table? 


by Arden Gayman 


His pencil caddy is an old vegetable 
tin, the original label intact, bought 
a few years ago for $12 in an an- 
tique shop. A salamander chair, one 
of only a few dozen in existence 
it’s very expensive — sits, its unique- 
ness known only to serious collec- 
tors, against a wall. Peter Krohn, 
president of his own Montreal ad- 
vertising agency, in 15 years has 
amassed one of the major private 
collections of old Quebec furniture 
in Canada. His downtown office, 
converted from apartments in a 
highrise, seems to be casually fur- 
nished with antiques. Actually, it’s 
anything but casual, to those who 
know, for instance, the historical sig- 
nificance of an old pine cupboard, 
its original paint softly glowing. 
Many pieces are of museum ‘quality. 
Krohn, 38. developed the Cana- 
diana bug in the traditional manner. 
He began collecting affordable 
knicks-knacks sugar moulds and 


Salamander chair at left is a rare piece. Statue flanking old pine cupboard is from the 


other accessories. His first major 
piece, a spool bed for his daughter, 
started him on furniture. Today, 
furniture costs Quebec furniture 
has doubled in price in the past 18 
months. A salamander chair, follow- 
ing a school of rigid design, may 


cost between $1,000 and $2,000, if 


you can find one. 

Why has Krohn furnished his of- 
fices with primitive early Louis XIII 
cupboards, a Wurlitzer used in the 


Duddy Kravitz movie, a plaster of 


paris ice-cream sundae in a coke 
glass? “You spend half of your wak- 
ing hours at work,” he explains. “It’s 
important to enjoy your environ- 
ment to make it one you feel at 
home in. I go out to dinner and 
come back sometimes at 1] p.m. 
don’t mind that, because it’s nice 
here.” 

He believes that more Canadians 


now are developing an awareness of 


the rarity of some of the objects 
which represent their history. For 


Krohn, the beauty of an old piece of 


furniture is wrapped up in its crea- 
tion. “In the old days,” he says, “the 
craftsman maybe selected the log he 
planned to work on, then spent 
hours in designing and carving, get- 
ting a basic satisfaction from doing 
one thing, and doing it well. 

“There isn’t a person who comes 
in here who doesn’t feel comfortable 
and at home.” 

Next project is to rewire an old 
Marconi radio. Clients will listen to 
their commercials on it. 0 


British Pavilion at Expo ‘67 ge cape feeling of 1920s. 
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Peter Krohn’s desk started life as a dining table. 
Victorian beaded shade provides light and 
unexpected drama. 


Early point-of-sale Diamond Dye box takes on 
new role of telephone stand at Krohn’s elbow. 


First-time callers do a double-take when they 
enter the reception area. Receptionist 3 desk, 
foreground, has slanted lop, once served three 
pupils sitting side-by-side. 
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Records managers must fight 
for their place in the sun 





The inventiveness of the North 
American filing industry ensures 
there is no problem that cannot be 
solved with a specific type of filing 
equipment. 

But it is up to the records man- 
ager to establish the actual need and 
then select the specific piece of 
equipment to meet it, says Robert S. 
Edgar, manager, office services, Ca- 
nadian Imperial Bank of Com- 
merce, Toronto. 

That’s where the crunch comes. 

Because most large companies 
have methods or systems analysts 
who develop operational procedures 
such as filing, records managers are 
often passed over in the decision- 
making process, Edgar points out. 
The alternative is for records man- 
agers to fight for their place in the 
sun, a liaison position with other 
levels of management. 

“Supposedly the manager’s re- 
sponsibility is control of records 
after they have served their purpose. 
But is this really the case? Rather, | 
think it is a misapprehension,” he 
says. 

Edgar believes that the record 
manager’s responsibility begins with 
the creation of the record and he 
should influence decisions on selec- 
tion of forms, filing equipment and 
suppliers as well as office planning 
and standardization. 


Approval required 

One way a manager may secure 
and protect his position is to insist 
that no new equipment be pur- 
chased without approval by records 
personnel. 

This ensures that additional 
equipment is really needed and not 
merely the result of departments 
hanging on to superfluous records, 
Edgar says. 

Equipment additions auto- 
matically alter retention schedules. 
Therefore, new equipment requires 
the immediate attention of the 
records manager. 





Edgar was a speaker at the recent 
ARMA conference in Toronto. 
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Because the records manager is 
familiar with the rudiments of office 
design, his advice should be helpful 
in choosing the most tastefully de- 
signed but efficient equipment on 
the market. 

Finally, because the manager 
relies on the concept of the greatest 
good for the greatest number, he 
will utilize standardization for its 
added benefits. This means choos- 
ing a supplier with a line of equip- 
ment to meet all present require- 
ments, and more importantly, that 
the full line will continue to be 
available far into the future, Edgar 
says. 

“Although standardization must 
be accepted as an overall concept, it 
does not rule out more sophisticated 
equipment, where required, to im- 
prove efficiency,” he adds. “It 
simply means that supply will fall 
with one company to effect econ- 
omy available by bulk purchase.” 


Supplier criteria 

Criteria for choosing a supplier 
should include quality and expanse 
of line, price continuity, production 
and delivery capacity, and refer- 
ences from other users concerning 
performance. “Naturally, we cannot 
overlook the need to ensure that re- 
ciprocal requirements are met. After 
all, business today is still a ‘Scratch 
my back and I'll scratch yours’ kind 
of marketplace,” according to Ed- 
gar. 

He says there are basically two 
types of filing equipment — the ver- 
tical drawer type cabinet and the 
lateral filing cabinet — plus sophis- 
ticated powered, motorized and fire- 
proof offshoots developed from the 
two basic types. 

Vertical file cabinets have been 
the backbone of filing systems for 
almost 80 years. They are available 
in one, two, three or four-drawer 
heights; in legal, letter or even spe- 
cific card sizes; with straight front or 
flap-front drawers; and can be 
stacked on top of each other to save 
floor space. They are excellent for 
situations in which a lot of single 


items must be inserted and re- 
trieved. 

However, they can be tiring for 
the file clerk who has to push and 
pull the drawers all day. Further- 
more, the floor space required for a 
vertical type file cabinet is actually 
double that of its measurements on 
the floor since there must be suf- 
ficient space to open the drawers 
fully. At today’s prices per square 
foot in a normal office building, this 
is a major drawback, Edgar points 
out. 

As a result, lateral files were de- 
veloped. The original lateral files 
were equipped with fixed shelves 
with individual doors which could 
be lifted and slipped back into the 
body of the cabinet, preserving pre- 
cious floor space. 


Can be problems 

“Naturally with the invariable en- 
thusiasm of the Western World, we 
proceeded to sophisticate the lateral 
file almost out of existence. Cer- 
tainly all the many variations avail- 
able have their place, but remember 
that sophistication can lead to prob- 
lems,” Edgar warns. 

He adds that one piece of equip- 
ment is too often overlooked — steel 
shelving. “Anything can be stacked 
on steel shelves and maintained in 
reasonable order, whether it be in 
an Office area, a storage room off the 
office area, or in records centres.” 

Like filing equipment, purveyors 
of filing supplies each year bring out 
new supplies to be of greater assist- 
ance in maintaining files. Edgar 
evaluates color coding as one of the 
most valuable recent assists in de- 
veloping major files series — it 
shouldn’t be overlooked, he says. 

When setting up a system, he sug- 
gests the manager concentrate on 
the following: 

@ Gaining the confidence of the 
supervisor and the people who will 
be using the system after it is in- 
stalled. The best filing system in the 
world can be ruined by operators 
who either don’t understand it or do 

continued page 29 
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To fiche, or not to fiche: that is the question: 


NCR Data Centers is the answer. 


William Shakespeare wrote more than 102,000 lines of verse in his plays 
and sonnets. Yet, these volumes of dialogue can be held in the hand ug 
of this actor, thanks to COM. , a 


4 
You may not want to put the works of Shakespeare on Micro-fiche, a 
but you can see the advantages of COM in your business. 


Now, NCR Data Centers are able to provide a Micro-fiche 
Recorder/Processor you can own—the NCR 643-105. 


NCR's Micro-fiche Recorder / Processor is the first to 
produce fiche completely cut and dried. There’s no chemical 
handling, because all the film is processed right within the 
system. Expensive renovations are unnecessary—there’s no 4 
dark room, plumbing, or special power to install. Simply plug it 
in, and in less than four minutes, a complete one-fiche report 
is ready to display or duplicate. Additional fiche are then 
produced every 60 seconds, or 12,000 pages per hour. 

And because it’s so easy to operate, no 

extensive training is needed — 

almost anyone can do it. 






Service and support is as- 
sured. A network of stra- 
tegically located NCR 
Data Centers provides 
COM services throughout 
the world. And each NCR 
Data Center is backed by 
more than 88 years of 
business experience. 


The choice is yours . . . you can 
fiche for yourself, or NCR Data 
Centers will fiche for you. 


For your answer, call your 
local NCR Representative, 
or write directly to 

NCR CANADA LTD 

6865 Century Avenue 
Mississauga, Ontario 


L5N 2E2 


Complete Computer Systems 












Did you know it costs $7,500 


to maintain 50 file drawers? 


Analyse retention schedules, 
transfer, storage. In short, 
take a hard look at records- 
keeping for new ways to save 
money 





IN the present cost-conscious eco- 
nomic climate, records managers 
face a greater challenge than ever 
before to maintain information 
more efficiently. 

That’s the opinion of Alice L. 
Haltom, records manager for Ten- 
neco Inc., Houston, Texas. She says 
greater efficiency goes hand in glove 
with reducing costs of keeping 
records by 
equipment, supplies and labor. 

In .some instances, companies 
may have to take a hard look at 
their records-keeping set-up and 
start from scratch, she suggests. 
Areas which warrant analysis are re- 
tention, transfer, storage, possible 
microfilming, destruction and pro- 
tection of records. 

“Above all, the records manager 
needs the support of top manage- 
ment in drawing up the company’s 
objectives,” Haltom stresses. 

In the case of companies that 
have no records manager, Haltom 
suggests management either should 
hire a manager to develop a records 
program in-house or sub-contract 
the job to an outside consultant, 
later hiring a manager to carry out 
the recommendations. 

Next step is to take an inventory 
of the records and equipment on 
hand and costs involved. For ex- 
ample: in an office space costing $6 
per sq. ft. per year, a five-drawer file 
cabinet which occupies 7 sq. ft. will 
cost $42 or 34 cents per filing inch. 

But that’s not all. Labor costs 
have to be figured in. A clerk who 


handles 50 drawers at a salary of 


$480 per month, adds costs of $115 
er drawer per year or $4.60 per fil- 
ing inch. Adding in costs of miscel- 
laneous filing supplies, the average 
filing drawer costs more than $6.04 
to maintain; Halton figures in most 
companies the cost of maintaining 
10 five-drawer filing cabinets 
amounts to about $7,500 — and 
that’s excluding the costs involved 
with creation of records. 

While taking the initial inventory, 


From an address at the recent ARMA 
conference in Toronto. 
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better utilization of 


a complete description should be 
noted including what records are 
stored where, their size and volume. 
This immediately points out some 
records that should be destroyed 
with the added benefit of locating 
those records thought to be lost. The 
inventory also gives the records 
manager a golden opportunity to 
meet personnel and note the proce- 
dures in each department. 


The inventory can follow one of 


two forms — by questionnaire or 


physical assessment of each piece of 


paper. Halton prefers the physical 
inventory because while it’s time 
consuming, it’s more complete. Dur- 
ing the physical inventory, no 
drawer should be unopened, no pa- 
per or tape left unrecorded and 
unaccounted for. 

Where the inventory begins is im- 
material, although if the active files 
are attacked first, it expedites ap- 
praisals, Haltom points out. About 
15 to 20 cu. ft. can be inventoried 
per day. 


Once the figures are in, the 


records can be grouped by record 
series and titles with a summary of 
the space they occupy. This provides 
comparative figures for cost savings 
later. At this point, records pin 
be reclassified, if necessary, chang- 
ing “completed Purchase Orders” to 
“Purchase Orders — Completed,” 
for instance. 

Next comes implementation 
based on appraisal, value, decision 
and finally, retention. Questions 
such as “Does the department ac- 
tively need these records? Who else 
uses them? Where else are they 
kept? Will the record be used for re- 
search? Does it support or explain 
other records ? Is the department re- 
sponsible for producing it? Does it 
have any historical value? Do any 
federal, provincial or other legal re- 
quirements apply?" must be asked 
and answered. 

Then the manager should draw 
up specific recommendations for 
each department and request feed- 
back from department heads. Fi- 


continued page 46 
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Ali video cassette machines 
are ‘hands-free’ 


Panasonic models are more so. 


All video cassette machines load your tape 
automatically. It’s just that Panasonic does a 
better job. 

Panasonic models have an exclusive 
elevator system that lowers your cassette 
inside and carefully positions it for threading. 
And Panasonic models have an exclusive 
dual-stage loading system. One arm gently 
draws the tape out. A second arm threads it. “¢ 
This process eliminates the chance of tape 
damage you find in other systems that try to 
do both jobs in one motion. 

Together, these exclusive features give 
Panasonic video cassette machines the safest 
‘“‘hands-free’’ operation anywhere. 

But two of our cassette machines are 
“‘hands-free”’ in another sense. They’re our 
newest models and both are equipped with 
remote control capability. You can start, stop, 
rewind, record, play, or audio dub from any 





just slightly ahead of our time 
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place in the room. Your hands need never touch 
these machines after loading. 

Both rewind and play the cassette again 
when it reaches the end. And both can be 
equipped with a timer that lets you playback (or 
record in the case of the player/recorder) at any 
preselected time. 

Model NV-2125, the player/recorder, has a 
built-in Auto-Search Mode. By zeroing the tape 
counter you can set the machine to fast forward 
\ or rewind to any point in the program. And you 
can record directly from the air because model 
NV-2125 is the only new CSA approved cassette- 
receiver in the marketplace with built-in UHF-VHF 
tuners. 

Want to learn more? Drop us a line or send 
in the coupon. We'll supply enough facts to 
convince you that Panasonic video cassette 
machines are more convenient and safer for your 
tapes than any other. 


OPE omg 


For more information cut out and mail coupon to: 
Panasonic Video Systems Department 
40 Ronson Drive, Rexdale, Ontario M9W 1B5 
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Microfilm: basis for decision 


If a cost-benefit study justifies 
microfilm, the next steps are 
to discuss index parameters 
with users, then call in the 
vendors for help on the best 
equipment to satisfy the es- 
tablished criteria. 





MICROFILM systems must be built 
from a solid data base. Some in a re- 
sponsible position must decide 
whether or not a piece of paper war- 
rants retention on microfilm. Most 
organizations hire records analysts 
to assist in making this determina- 
tion based on legal, audit, statistical, 
research or historical criteria. 

In most instances, an originator is 
not as subjective in his judgment as 
to the value of records since he will 
be prejudiced towards retaining all 
or most of his records indefinitely. 
But no one knows better the value 
of screening record from non-record 
material than the secretary or ad- 
ministrative aid requiring data from 
the files at a later date. 

Once the initial screening of 
records has been accomplished, a 
cost-benefit study should determine 
whether storage in a low-cost 
records centre of the paper copy or 
microfilming is justified. Cost-bene- 
fit criteria include an analysis of the 
following: 

1—Accessibility — Will your or- 
ganization maintain the record on- 
site or off-site? You will need to de- 


termine what time scale is required. 


for access to the data. How acces- 
sible is the data if off-site storage is 
necessitated? Does the facility have 
equipment to reproduce hard copy 
from microfilm? Does it provide 
quick reference service? 

2—Retention Period — Does the 
length of time the record must be 
kept justify the expense of micro- 
filming or is it more practical to 
keep the hard copy? Generally 
speaking, if microfilmed documents 
are not going to be used as a dyna- 
mic reference tool on a day-to-day 
basis for retrieving data from active 
records, a reasonable minimum pe- 
riod to justify microfilming archival 
records is 12 years. 


From an address by David A. Heimbach, Mail and Records 
Department, Los Alamos Laboratory, Los Alamos, N.M., at 
the recent conference of the Association of Records Man- 
igers and Administrators in Toronto 


3—Volume — This is an impor- 
tant factor since voluminous paper 
files can result in haphazard filing 
techniques, huge inventories of fil- 
ing cabinets and open shelving, fire 
and safety hazards, and inefficient 
use of valuable office space. As a 
general rule, records retained on mi- 
crofilm result in a 98% space savings 
when compared to the same amount 
of records retained in hard copy 
format. 

4—Cost — Long range goals can 
be established to result in consider- 
able savings. A small investment in 
microfilm equipment, with support- 
ing software techniques for access 
and retrieval, reduces building con- 
struction costs and personnel search 
time. Once a document is micro- 
filmed, it cannot be misfiled like a 
paper record can. The document 
cannot be removed and accidentally 
destroyed or lost. 

Provided a cost-benefit study jus- 
tifies microfilm, the next step is to 
discuss with users the index parame- 
ters they would like to have built 
into the system. Each system needs 
to be analyzed individually. Some 
require the name of the originator 
as a retrieval parameter; some the 
date of origination; and many re- 
quire subject matter; some require 
geographical nomenclature or ven- 
dor names. Other systems require a 
control number for access to data. 

Once the user and the system de- 
signer agree on what the index pa- 
rameters should be, the next step 
should be consultation with repre- 
sentatives of the microfilm media to 
determine what equipment and 
format are most likely to satisfy the 
criteria established for the system 
under consideration. Most com- 
panies who manufacture and mar- 
ket microfilm equipment have 
knowledgeable and reputable busi- 
ness systems personnel on their pay- 
roll. 

In many instances, valuable docu- 


mentation can be developed as a 
spinoff from the basic micro- 
film/index system. Whenever pos- 
sible, it is wise to consult with a 
computer programmer for assist- 
ance and advice. 

If a thesaurus or index of cross- 
references is required, make sure it 
is compatible with the microfilm in- 
dex system you choose. 

And finally, decide on the vendor 
and equipment. Develop an exten- 
sive personnel training program so 
all user personnel are familiar with 
the system selected. O 
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In-house computer 


extends Selling season 


A COMPANY which is in the business of 
selling time — Trans Canada Rent-A- 
Trailer Ltd. of Montreal — is now con- 
trolling its time (and costs) more effec- 
tively with the help of a small in-house 
computer. 

The new computer, which replaces an 
outside service bureau, has achieved 
dramatic results in less than six months 
of operation: 

@ Helped the company to reduce its 
trailer fleet by 20%, without affecting 
revenues; 

@ Assisted in controlling and directing 
the number of one-way contracts, 
thereby cutting freight and cartage 
charges; 

e Reduced turnaround time in getting 
key information to branches from 
weeks to the time it takes the informa- 
tion to arrive in the mail; 

@ Allowed the company to expand its 
selling season by being able to analyze 
dealer performance more accurately; 
and 

@ Saved the company at least $10,000 
annually over its previous staffing and 
service bureau costs. 

Trans Canada is a wholly owned divi- 
sion of ATCO Industries Ltd. The 
ATCO group of companies is involved 
in factory-built, relocatable shelter op- 
erations in North America and Aus- 
tralia with markets throughout the 
world. Their operations include indus- 
trial camps, community structures, resi- 


General manager Mel Finkbiner (seated) 
and Controller Terry Steszyn check com- 
pany reports prepared on the new com- 
puter.» 

Finkbiner stands beside one of the com- 


pany’s trailers. Company has 400 agents 
across the country. 


TRANS-CANADA 


RENTALS 





dential housing, mobile homes, build- 
ing components, metal fabrication, oil 
and gas exploration. Collectively, the 
companies in the ATCO group pro- 
duced 1975 revenues of over $180 mil- 
lion. 


Revenue up 50% ’ 

While Trans Canada appears to be a 
small contributor to this total — reve- 
nue has increased 50% in the last two 
years to well over $1 million — it was 
actually the first company in the ATCO 
group, dating back to the late 1940s 
when the company started operations in 
Calgary, Alta. Trans Canada’s head of- 
fice was moved to Montreal in 1969. 

With some 400 agents coast to coast 
on the books and 2,600 units of five dif- 
ferent types on the road (4 x 6 vans, 5 x 
10 vans, 4 x 8 vans and stakes), the com- 
pany handles 110,000 contracts a year. 
Trailer units range in weight from 900 
to 1,500 Ibs. and the average rental per 
trailer is $12.50. Most trailers are rented 
for a two to three-day period. 

Apart from the Montreal head office 
there are 10 branches across Canada, 
five of which are Rental and Repair 
Centres. Trailers are overhauled at least 
twice a year — repainting, new tires, 
etc. Most problems involve broken 
springs, blown tires, squashed tops 
(people attempting to take units 
through multi-level parking lots whose 
roofs are too low). 


Initially the company used a manual 
Kardex system for controlling its inven- 
tories, agents and contracts; this took 
the full time of eight office staff to run. 
Next they turned the work over to a lo- 
cal service bureau which prepared 
monthly reports on revenues (by type), 
depreciation, commission cheques, asset 
revenue analysis by agent, and average 
rental per month per trailer. 


Reduced staff 

“The move to the service bureau 
meant that we could reduce our staff 
from eight people to three who proc- 
essed the input,” says Terry Steszyn, 
controller. “However, the problem was 
that we didn’t get our key management 
reports until some. weeks after month- 
end. Data was late and there was a real 
need for more current information. 

“It was also costing us around $1,400 
a month in service bureau costs.” 

Today, control is in the hands of an 
in-house computer operated by a single 
staff member. The system is a 
Basic/Four compact computer, manu- 
factured by MAI Canada Ltd. It has 
24K of memory core, 4.8 million bytes 
of disc storage, one interactive display 
terminal, and a medium-speed printer. 
The new computer has been fully oper- 
ational since April 1, 1975. 

Applications include contract record- 
ing, asset revenue analysis (plus sepa- 
rate weekly summaries), ascending 
agent statistics by area, details on one- 
way and local contracts, activity utiliza- 
tion report, commission cheques (two 
days after month-end), details on units 
in transit, and depreciation calculations 
(latter is actual depreciation on a 
month-to-month basis, similar to most 
companies year-end depreciation fig- 


continued page 20 
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ures). Accounting functions will be put 
on the system in the near future. 
Cheques and contracts arrive in the 
mail on a daily basis. The first operation 
is a cash balance function whereby the 
cheques are matched to the hash total 
amounts given by each agent. They are 
then turned over to the computer oper- 
ator who, before entering the various 
individual contract details, keys in the 
agent code and the hash total amount. 


Location is known 

As contract numbers are entered, the 
computer checks against the agent file 
to see if he was issued with this particu- 
lar contract number. Similarly, when 
the trailer number is keyed in, the sys- 
tem checks to see whether the agent has 
that particular unit in his inventory; if 
not, he is issued with it. This latter fea- 
ture allows the company to know the lo- 
cation of all its trailers across Canada. 

“It takes the computer eight minutes 
to print out a list showing the location 
of all our trailers,” says Mel Finkbiner, 
general manager. 

Key to the system is its three master 
files: A Fleet master file, an agent mas- 
ter file, and a contract master file. 

“You could call it a data base system 
in that we can analyze from all three 
master files,” continues Finkbiner. “In 
fact our key report — agent revenue 
analysis — combines data from all three 
master files on the one sheet. Now we 
run them up to the end of business on 
Thursday noon and provide the report 
to our branches by Monday morning. 
This speed is important because we sell 
time and if you lose business today you 
can’t get it back.” 

The dealer revenue analysis gives a 
complete activity report on a particular 
agent, including one-way and local con- 
tract business, damage waivers, insur- 
ance, and the activity of his various 
trailers. The final column on this report, 
called Value Quantity, expresses in dol- 
lars the value in business of having that 
particular agent in that particular loca- 
tion (in effect, it represents business 
done by other agents as a result of this 
fact). 

The activity utilization report is also 
of major help to management: 


Reduce fleet 

“Before, we knew our dollar revenues 
but we had no knowledge of actual 
trailer utilization,” Finkbiner explains. 
“For all we knew we were making 
money on 60% of our units while the 
other 40% sat idle. With this computer 
report we knew exactly where we stand 
and, because of this, we have been able 
to reduce our fleet — mostly older ve- 
hicles — by 20%. And we’ve done this 
without losing any business. 

“Our expenses are fixed so we are 
really in the business of selling time,” 
he continues. “It costs us the same 
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amount to process 10,000 contracts or 
100,000. So the deployment of assets is 
very important. By getting rid of inac- 
tive equipment we can reduce expenses 
without affecting revenue. In fact if we 
weren’t currently in the process of ex- 
panding we could probably retire 
$200,000 worth of equipment without 
losing a penny in revenue. Activity utili- 
zation is certainly an interesting and re- 
vealing report.” 

Another area where the computer is 
of real help is in controlling the number 
of one-way contracts. While these con- 


tracts are popular (costs are 20 to 30% of 


normal trucking fees) Trans Canada 
would prefer a 25% volume of business 
in this area, compared to its present 
35%. 

“Previously we could have as many as 
30 trailers sitting around in a low mov- 
ing cycle area and that’s not good for 
business,” says Finkbiner. “While we 
have always had a pre-determined in- 
ventory for our agents only now are we 
on top of the situation. There’s no point 
in learning about 30 idle trailers weeks 
later on, you have to have this informa- 
tion now. What we do is use our rates to 
manipulate the movement of trailers; 
we change the rates to meet the local 
situation — whether a location has a 


surplus of units or not enough on hand. 


~ 
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“The computer has really helped us 
with one-ways,” he continues, “because 
we know where we are on a week-to- 
week basis. This year we’re operating at 
60% of our freight and cartage budget. 
Last year we had twice the budget and 
still ran 40% over.” 

Because the computer can analyze 
the performance of agents more accu- 
rately than before, the company is hop- 
ing to obtain an unusual benefit: The 
extension of its selling season. 

“Traditionally we think of ourselves 
as a summer business,” Finkbiner says. 
“This psychology also affects most of 
our agents who are inclined to ‘turn off 
during the winter months. However, 
those agents who don’t think of this 
business as seasonal — and we're talk- 
ing about 20 to 30% of our largest 
agents — experience only a minimum 
drop-off in volume. We have managed 
to extend our selling season to seven 
months from four; hopefully we'll be 
able to extend it to around nine months. 

“Our computer is saving us around 
$10,000 a year over our previous staff- 
ing and service bureau costs. While this 
is important the savings achieved as a 
result of our getting information faster 
are far more significant in the long 
term,” he says. O 





Operator processes one of 110,000 contracts put through the system each year. 


OFFICE EQUIPMENT & METHODS 











ANSWERS. 
AU YOU NEED. 





About office systems and products... 
And the companies that supply them. 
From Databook 70. 


Join over 10,000 Users, Vendors, and Other Professionals Who Rely 
on Databook 70 research material for Vital Product Information. 


If you’ve been looking for a proven, practical way io keep track 
of the ae number of systems and equipment options available 
to the office of the 70's, Databook 70 has the answers. 


They’re contained in a new, unique four-dimensional information 
service that covers the full spectrum of office-related products, sys- 
tems, and techniques. 


It’s called DATABOOK 70 REPORTS ON OFFICE SYSTEMS, and it’s from 
the publishers of DATABOOK 70, DATABOOK REPORTS ON MINICOM- 
PUTERS and DATABOOK 70 REPORTS ON BANKING AUTOMATION, the 
most widely used EDP information services in the world. 


If your firm has more than 20 employees, _ can save money by 
using DATABOOK 70 REPORTS ON OFFICE SYSTEMS. In fact, every office 
can utilize this important new service, and can justify its cost through 
one correct equipment decision that might not have been possible 
without this new information service. Office equipment and forms manu- 
facturers will want to add this reference service to their library to 
remain abreast of what’s happening that can affect them competitively. 
And professionals in management consulting, the financial community, 
the press, and the government will find DATABOOK 70 REPORTS ON 
OFFICE SYSTEMS an invaluable aid in tracking an industry that hereto- 
fore was considered too complex and too dynamic to be brought down 
to manageable size. 


COVERS FULL SPECTRUM OF OFFICE PRODUCTS 


DATABOOK 70 REPORTS ON OFFICE SYSTEMS reviews the full spec- 
trum of office systems and products, including such areas as word 
processing, automatic and standard typewriters, dictation, copiers and 
dupl:cators, telephone and voice communications, facsimile, microform 
systems, calculators and adders, and data processing, and their 
suppliers . . . reviews the features and drawbacks of these products 

. . provides users’ ratings of product performance . . . describes how 
the products are being used, and how they might fit into your office 

. presents real-life case studies of office systems in use . . . and 
provides continually useable and useful information about products 
that affect your office . . . month after month. 


SERVES VITAL INFORMATION NEED 
This new Information Service can help you — 


Review, quickly and completely, the full range of office products, 
systems, and techniques . 


e@ Minimize complex and confusing product presentations .. . 


Save time ‘and money) bv putting all required facts at the finger- 
tips of your in-house staff... 


e Broaden awareness of what's happening, why, and how well in 
the office community .. . 


e@ Remain abreast of new products, systems, and techniques . 


e Plan ahead with the confidence that all the facts are at hand... 
by following Databook’s review of the past, perspective on the 
present, and objective analysis of the future .. . 


e Concentrate, economically and efficiently, your in-house product 
evaluation and research functions. 
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UNIQUE FOUR-DIMENSIONAL INFORMATION SERVICE 


DATABOOK 70 REPORTS ON OFFICE SYSTEMS meets that vital in- 
formation need by providing you — 


e A comprehensive two-binder set of current product, system, per- 
formance and company reports and evaluations. 


e Monthly supplements to update this information service, and help 
you keep pace with all new major products and companies and 
let you evaluate their significance. 


e OfficeNews -ewsletters that report monthly activities in the office 
product community, and detail what happened and why, and what 
it will mean — for user and manufacturer alike. 


e Inquiry Service that gives you direct and immediate access to 
Databook’s staff of editors and extensive library for answers to 
your phone inquiries, and for more extensive supplemental informa- 
tion by mail. 


Free BROCHURE AVAILABLE 


DATABOOK 70 REPORTS ON OFFICE SYSTEMS is an_ information 
service that must be seen — and used — to be appreciaied. A look at 
a package of sample reports taken right from this new service will 
show you what we mean. And prove to you how DATABOOK 70 
REPORTS ON OFFICE SYSTEMS can make your office community more 
manageable, more efficient and more productive. 


Fill in the coupon below or circle the reader service card for 
your free brochure. 


_databook 70 


MACLEAN- HUNTER LTD. 
481 University Ave., Toronto, Ont. MSW 1A7 
(416) 595-1811 


YES. Please send me your Free Office Systems brochure immedi- 
j ately and tell me about your unique 30-day trial subscription. | 
| understand that this is a totally free, non-obligation offer. | 
l 
| 
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If you can find another 
dictating machine 
thatlooks this poe 
works this we 
costs this Tr 
you should buy it. 


This is the new Philips 97 dictating/ a full 30 minutes of dictating (about 20 



















transcribing machine. typewritten pages). It also gives you | 
We believe that forits relativelyin- full compatibility with all Philips dictat- 
expensive price, this unit gives you ing equipment from Pocket Memos” | 


unequalled value.That’s because the 97 __ to central recorders. So when you buy 
was designed to be compact, extremely _ or lease a Philips 97, you are getting | 
simple to operate, and the finest all- part of a system. 


feature dictating machine your money Another feature that may not mat- 
can buy. But what Philips considers ter very much but which we're very | 
essential may include features proud of nevertheless: the Philips 97 is | 
you would have been prepared to get _a little beauty to look at. 

along without. A Philips representative will be 


Like the Philips Mini-Cassette’* pleased to show you all the features of 
Tape Cartridge, alittle something wein- the model 97. Give him a call. He’s 
vented a few years back. It gives you in the yellow pages under “Dictating’ 


The Philips Dictation System | 


When you talk,we listen. 


"Registered trade marks of Philips Electronics Industries Limited. 





Intercom and Paging, Dictating and Telephone Answering Systems, Calculators and Electronic A ounting Systems. PH I LI PS 








Psychological tests 
too imprecise to be the 


final word: panelists 


by Ken Waxman 


PSYCHOLOGICAL tests are still too 
imprecise a tool to be used exclus- 
ively to determine the best candi- 
date for a job, a panel of testers con- 
cluded at a mid-December seminar 
at Toronto’s George Brown College. 

The behavorial experts told the 
University and College Placement 
Association’s Ontario region winter 
meeting that the skills and views of 
the tester himself are almost as im- 
portant as the test evaluation. 

“We can’t talk in absolutes,” cau- 
tioned John Wyspianski, a psychol- 
ogy professor at the University of 
Ottawa. “Tests can only be used as 
gentle and slight indicators — not to 
give absolute answers.” 

One drawback of testing is that 
science itself is made up of jargon 
and abstractions, said Arden Henley 
of Jackson, Smith and Associates, of 
Toronto. These abstractions are fine 
for measuring whether a battery will 
work or not, he said, but since a per- 
son is more complex than a battery, 
he’s more difficult to measure. 

Most tests are black or white, ex- 
plained Robert Haccoun, of Bell 
Canada’s Behavioral Sciences 
Group in Montreal; they’re set up 
to see if a person is “good” or “bad” 
for a particular job. 

“But they can’t distinguish be- 
tween a slightly good bet, and a 
poor bet,” he added. Yet often this 
“poor bet” turns out to be a better 
worker than the “good bet.” 

Another limitation of testing he 
saw is that the best tests are those 
that work at a two-to-one ratio of 
applicants to the jobs to be filled. 
Larger numbers than that make the 
results more imprecise, he said. 
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Is tester reliable? 

This brings the tests right back to 
the supervisor himself and his judg- 
ment. Or as Reg Bundy, of the 
Young Men’s Christian Associ- 
ation’s Centre for Testing, summed 
it up: 

“You shouldn’t quibble about the 
reliability of the test, but the reli- 
ability of the tester.” 

Many psychological tests now in 
common use evaluate people ac- 
cording to white, male, Protestant, 
middle-class, American norms, 
Wyspianski said afterwards. There- 
fore individual counsellors must see 
how applicable these norms are for 
the subject being tested. Often spe- 
cial Canadian norms have been 
created for test measurement, he 
added. 

Haccoun argued for validation 
studies on each test used by a firm. 
This will measure the effectiveness 
of the test. He says a job criteria 
should be established and the most 
compatible test used to judge appli- 
cants for a job. 

“Never use a study because it 
looks like it ought to measure what 
you're looking for,” he warned. 
“And never use a study because the 
name sounds relevant.” 

The optimum course for a com- 
pany to follow is to develop its own 
tests, he said. He also said that more 
than one test should be validated at 
a time to determine all their effec- 
tiveness, and to compare them. 

He added that one psychological 
test cannot determine a person’s ef- 
fectiveness for ‘more than one job. 

Henley said Jackson, Smith itself 
does not rely completely on tests for 
accessment. The firm also judges the 
applicant by a personal interview 
and biographical data he supplies. It 
also insists that the testing score 





should not be used by the company 
involved to hire or not hire the sub- 
ject. 

Results are shown 

Henley says all jobs in a given 
firm are interrelated in what he calls 
the “ecological system” of a com- 
pany. A person is not hired in a vac- 
uum, and if he’s evaluating an indi- 
vidual he tries not only to see if the 
person will fit in with the company, 
but if the company will fit the per- 
son. 

His firm insists that results of tests 
be shown to the participant. He 
added that Jackson, Smith will not 
test anyone without her or his con- 
sent, for many see tests as specific 
obstacles to jobs. 

Despite its drawbacks, he said, 
testing is more reliable and less ex- 
pensive than hiring on a hit-or-miss 
basis, and after training and social- 
izing a person, having to let her or 
him go. 

What of the future? 

The other panelists said they fore- 


see more exact and at the same 


time, more personalized tests, but 
only Henley went into details. 

The evaluation will expand into 
still other areas, he predicted. He 
cited the techniques of his own firm 
that have the testees ride an exer- 
cycle to measure their physical well- 
being, relating it to job perform- 
ance. 

Another trend he saw was an in- 
creased use of evaluations similar to 
Holland’s Typology, a test that 
measures the applicant’s personality 
type. 
Should the person possess com- 
pletely different temperament and 
skills than those needed for the job 
he’s seeking, the tester could advise 
the person and have he or she look 
for a more compatible job. 0 


OFFICE EQUIPMENT & METHODS 































Perhaps you'd like to solve it on a Philips 
printer or printer/display calculator. You 
have three to choose from, all with direct 
and accumulating memory, fixed or floating 
decimal, per cent key, ten digit or twelve 
digit printing depending on which model, 
and a stop-start motor that operates so 
quietly you can hardly hear it. 


There are also Philips desk display 
calculators that operate on AC or 
batteries with ten or twelve digits, 
independent memory, percentage 
keys or mark-up and discount, and 
square root. Theyre all big enough to 
handle complex problems, yet small 
enough to fit inside your briefcase. 


Now for those who want the ulti- 
mate in a hand held calculator, 
Philips has four programmable 
models: mathematical, scientific, 
financial, and statistical. All are 
preprogrammed, can do single key 
calculations and have a 100 step 
learn mode. 


Philips also has a line of five professional 
models that are ideal for students. There 
are mathematical, scientific, fmancial, 
statistical, and metric machines, all with 
“live” percentages, chaining, and full- 
floating decimal. 


Your local Philips dealer can show you the answers to all your problems with the complete line 
of portables and desktop calculators priced from $19.95 to over $300. 


Philips Electronic Calculators 


Atlastthere’s aname you can counton. PHILIPS 


When firms 


they reduce 













EQUAL employment opportunities 
for women are just good business, 
the head of the Ontario Ministry of 
Labor’s Women’s Programs told a 
mid-December seminar at Toronto’s 
George Brown College. 

Marnie Clarke told the University 
and College Placement Associ- 
ation’s Ontario region winter meet- 
ing that firms which open positions 
to qualified applicants of both sexes 
find the productivity, skill and moti- 
vation of women within the com- 
pany increases. 

These same firms reduce quick 
turnover among female employees, 
fill more vacancies from within the 
company, have a greater number of 
applicants for each vacant position 
and enhance their corporate image, 
she added. 

Clarke spoke as part of a panel 
discussion on the Ontario Human 
Rights Code. The other panelist was 
Colm Caffrey, supervisor of the Hu- 
man Rights Commission for the To- 
ronto Region. _ 

While women make up one third 
of Ontario’s work force, Clarke said, 
they’re clustered in clerical and 
service jobs, earning for the most 
part salaries 80% below men’s sala- 
ries. 

She said working women have to 
face a variety of myths. One deals 
with their supposed dislike of re- 
sponsibility, another is that they will 
soon leave the work force to raise a 
family. 

While some women may dislike 
responsibility, so do some men, 
Clarke said, and as for women leav- 
ing jobs to raise a family, “half the 
working women are between 25 and 
34,” she said, “and they’re here to 
Stay.” 

The women’s bureau 










































is now 
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quick turnover 






don’t discriminate 


working with about 100 companies 
to try to change the work situation, 
she said. 


Looks at policies 

The bureau has helped set up an 
“affirmative action program” in 
many companies, she said. This pro- 
gram is under the direction of a per- 
son who has both power in the com- 
pany — and good contact with top 
management. The person looks both 
at the position of women within the 
company and the firm’s hiring pol- 
icies. 

The results of some of these stud- 
ies have been the designation of a 
specific number of jobs to be filled 
by qualified women in some com- 
panies, and the change of hiring 
policies and help-wanted adver- 
tisements in other companies, 
Clarke added. 

Other changes include: 

@ equipment or physical help 
made available to the women 
employees of one grocery chain 
so that lack of muscle won’t 
stand in the way of promotion. 

@ wives of employees of one pulp 
and paper company encouraged 
to take traditional male jobs to 
encourage more settled families 
in one Northern Ontario com- 
munity. 

@a computer print-out of the 
qualified women in the firm by 
one bank. 

Clarke cautioned that the long- 
term effects of the program won’t be 
known for a while, but already some 
companies are enthusiastic about 
the changes. 

Caffrey sees things from the other 
side of the fence, he explained. He 
investigates alleged claims of dis- 
crimination. 











He said he was shocked by firms 
which are investigated for allegedly 
discriminating against women and 
will often admit it. 

They'll say the job “can’t be done 
by a woman,” he said, although 
they wouldn’t say the same thing if 
a Black or Chinese person were in- 
volved. 


Photography discriminates 

He explained his job involves in- 
vestigating complaints where there 
could be the “perception of dis- 
crimination.” 

Managers can insist that the firm 
doesn’t discriminate, he said, but if 
someone files a complaint, the firm 
is investigated. 

Especially dicey are practices that 
can be seen as discriminatory by 
some people but not by others. He 
cited photography of applicants as 
an example. Caffrey pointed out 
this practice is illegal because a re- 
jected applicant may feel his 
chances for a job were hurt by a 
photo showing his pigmentation. 

Even the asking of a person’s age 
can be discriminatory, he said. 
“Show me where that’s relevant to a 
dishwasher’s job? ” he asked. 

Afterwards Caffrey admitted that 
while many companies don’t dis- 
criminate only because it’s against 
the law, some discrimination is 
practised at the lower levels without 
management knowledge. 

Often it’s a personnel director 
who “gets his jollies” by asking per- 
sonal and intimate questions of 
young, female applicants, Caffrey 
said. When the Commission brings 
this to the attention of higher man- 
agement the practice usually stops, 
he added. 
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HOW TO TURN 
PAPERHANDLING 
) PAPERFID 


Mechanize. 

You know, separate the paper from the 
handling. 

There are machines that work as systems to 
fold and insert your statements, head-up your 
invoices, copy and collate your reports, endorse and 
sign your cheques, compute your postage, address, 
seal, meter stamp and stack your envelopes, even 
open your mail, all at high speed. 

Pitney Bowes makes them. 

If you’re not sure how to go about mechanizing, 
Pitney Bowes is. We’ve been speeding up mail and 
paperhandling ever since we invented the metered 
mailing system over fifty years ago. 

One of our paperflow analysts can show you 
some of what we’ve been showing businessmen all 
over the world. 

He can recommend a system that'll change 
your paperhandling into paperflow, free people to do 
more important work and reduce your costs. 

Write us. Pitney Bowes of Canada, Ltd., Dept. | 
1127, 150 Ferrand Dr., Don Mills, Ontario M3C 
3B5, or call one of our 50 offices across Canada. 

The less you handle your paper, the faster it 
can flow. 


ile .. 
ean Pitney Bowes 
\ SIF Mailing Systems 


business travels at the speed of paper. 
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WP is a people business 


Seven basic applications 
where word processing works 
and other guidelines to aid in 
your decision to go the WP 
route 





TO adopt word processing or not to 
adopt word processing: that’s the 
question companies are wrestling 
with these days. 

In the end, most will predicts Dr. 
L. Ruth Thomas, chief, standards 
division branch, program imple- 
mentation division, National Ar- 
chives and Records Service. Wash- 
ington. She has headed several 
investigations into the correspond- 
ence function of word processing 
systems and has drawn guidelines 
for their implementation in govern- 
ment departments. 

Only a year ago, she says, the 
business community was asking, 
“What is word processing anyway?” 
Today WP is a $1.2 billion market 
and that figure is expected to reach 
$8 billion by 1980. Thomas defines 
WP as “the efficient and effective 
production of written communi- 
cation at the lowest possible cost 
through the combined use of sys- 
tems management procedures, auto- 
mated technology and accomplished 
personnel.” Its evolution as a means 
of handling the barrage of paper- 
work generated by the computer 
age was inevitable. 

However, too often purveyors of 
WP emphasize the equipment side 
rather than the personnel involved. 
“Word processing is a people busi- 
ness and don’t forget it!” Thomas 
says, chiding the business commu- 
nity. 


Seven basics 

WP has seven basic applications: 
straight repetitive communication, 
such as form letters; combined repe- 
tition and variable typing, such as 
standard stored paragraphs plus in- 
serts; transcription of material dic- 
tated by the principal on magnetic 
medium, which is four times faster 
than longhand and twice as fast as 
shorthand; text preparation of re- 
ports, contracts, manuals and pro- 


Dr. Thomas spoke at the recent ARMA 
conference in Toronto. 
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posals; material requiring immedi- 
ate turnaround time which can be 
reviewed on a video scanner; com- 
position and typesetting; and system 
use, the new gray area in which the 
WP actually processes information 
such as purchase order writing. 

“Word processing is no panacea,” 
Thomas warns. “What works in 
company A will not work in com- 
pany B. Commonalities are inevi- 
table; uniformity is impossible.” 

When properly planned and im- 
plemented, a WP system provides 
better and more consistent service, 
offers greater resources and career 
opportunities for personnel, repre- 
sents optimum use of equipment 
and reduces costs. 

But when improperly designed 
and implemented, WP is worth its 
weight in headaches with traumatic 
realignment of job functions, feel- 
ings of isolation among personnel 
and loss of prestige, Thomas points 
out. 

“WP must fit your individual 
needs, which means analyzing ad- 
ministrative and correspondence 
supports needed, then designing the 
system accordingly.” 


Measure the volume 

A general rule of thumb in deter- 
mining whether a company is a can- 
didate for WP is by measuring the 
volume and type of paperwork it 
generates. Thomas says if a com- 
pany produces between 3,500 to 
6,000 typewritten pages per year, it 
should at least start considering au- 
tomated equipment; if the total vol- 
ume is 15,000 pages per year and 
more, it should consider implement- 
ing a WP system. 

Another guideline suggests auto- 
mated equipment must operate a 
full four hours a day to break even 
on ownership costs. Automated 
equipment alone accounts for 20% 
of the savings WP represents; the 
remaining 80% savings possible 
comes with the systems approach to 
WP, she adds. 


In studying feasibility of imple- 
menting WP, all personnel should 
be briefed, stressing job security. 
“No personnel should be let go with 
implementation. Instead, reduce 
personnel through attrition,” 
Thomas says. 

Then analysts should spend two 
weeks helping secretaries fill in a 
daily typing and non-typing inven- 
tory to determine how they spend 
their time. Secretaries should be en- 
couraged to voice a preference 
about their duties — most fall into 
administrative or correspondence by 
choice. 

Thomas, who recently studied two 
divisions of N.A.S.A. in the US., re- 
ports the inventories concerning 
non-typing activities are particularly 
revealing. 


Shorthand used little 

Lumping the two inventories to- 
gether, secretaries split their non- 
typing time like this: 32% miscel- 
laneous activities, most of it go-for 
chores; 25% on the telephone; 16% 
opening mail; 8% duplicating; 7% 
filing; 4% proofreading; 4% recep- 
tionist duties; 2% researching data; 
1% composing correspondence and 
less than 1% using shorthand. 

Thomas insists the time spent on 
shorthand — which translates into 
two or three minutes per day — is 
the most outrageous. “It’s ridiculous 
that we require an individual to 
spend a minimum of two years 
learning a skill she won’t use. Sala- 
ries, promotions, sometimes even 
getting the job depends on knowing 
shorthand. It gets even more lu- 
dicrous when you consider the auto- 
mated dictation equipment we have 
today is far more accurate than a 
secretary’s shorthand.” 

Statistics of typing activities are 
almost as startling. Thomas points 
out that while typists may have an 
output of 45 to 80 words per minute 
on a typing test, when they prepare 
perfect finished copy, invariably 
their speed drops to 17 to 18 words 
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per minute. This compares with au- 
tomated equipment output of up to 
30 or more pages per operator per 
day. The output is increased by 50% 
if cathode ray tube equipment is 
used; if computerized, the output 


increases two-and-a-half to four 
times. 
Remove typewriters 

On the administrative side, 


Thomas points out that adminis- 
trative support needs vary widely — 
anywhere from ratios of one secre- 
tary for four principals up to one for 
20. “The average is a one to 10 ratio 
but in higher technical areas it 
should be lower,” she adds. AI- 
though most of her research has 
been on the correspondence side, 
Thomas hopes to begin drawing 








guidelines for administrative imple- 
mentation soon. But based on her 
experience with the correspondence 
function, she suggests that if a sys- 
tems approach to WP is to be effec- 
tive, it must be complete. This ul- 
timately means physically removing 
typewriters from administrative 
secretaries so their principals don’t 
slide back into the “Take a letter” 
habit. 

Three steps encompass complete 
conversion: 

1-Endorsement by senior officials 
of the feasibility study’s analysis 
and announcement of the proposed 
change via letter to all personnel. 


2-Establishment of a calendar of 


conversion including time-tables for 
retraining of personnel. 








3-Installation and implementa- 
tion of equipment and the system, 
with revision of procedures and 
other changes as needed. 


Thomas points out that it’s impor- 
tant to allow adequate training 
time. “While vendors of WP equip- 
ment tell you operators can be 
trained in an afternoon or in one or 
two weeks, it isn’t true. It takes six 
months to a year to become a top- 
flight correspondence secretary.” 


Finally, build flexibility and ca- 
pacity for change into the system. 
“Today’s game plan may not be ap- 
propriate for the day after tomor- 
row. Flexibility is the most impor- 
tant component in successfully 
implementing a word processing 
system,” she says. 






The SCM 412. 
Agood copier. 
Agreat budget cutter. 


You expect a lot from your office copier. It works hard 
for you. It has to be fast and reliable. Economical, too. 

And that’s where the SCM 412 copier comes in. We call it 
a good copier. It gives you 40 copies per minute, the first 
in just 6 seconds, that’s fast. We also call it a great 
budget cutter, thanks to electrostatic roll feed 
reliability, which is economical. Speed, reliability, 
quality and economy. You expect it. We’ve got it. 

Plus a wide range of other money saving 

machines, available for sale or lease. 

We’ve also got coast-to-coast service. 

Ask us about the SCM 412. It’s a good copier 

...agreat budget cutter. 















we 


COPIER PROOUCTS 


DIVISION OF SCM (CANADA) LIMITED 
® 29GERVAIS DRIVE, DON MILLS, ONT. M3C 121 
OFFICES AND DEALERS ACROSS CANADA 


SCM PRODUCTS FOR HOME AND INDUSTRY: PORTABLE TYPEWRITERS, 
COMPACT OFFICE TYPEWRITERS, ADDING MACHINES, COPIERS. 
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... records 
(from page 12) 


not agree with it. 

@ Isolating the problem. What is 
the system expected to do? Can the 
deadwood in the file be eliminated? 
What about methods of retrieval, 
office layout, budgeting? 

@ Determining file content. Are all 
documents the same size? How is 
the material received? Is sorting re- 
quired? Is the information con- 
fidential requiring security? 

e Examining office work flow. Do 
the files relate to several work sta- 
tions? Should they be available 
from the sitting position? 

e Choosing equipment. What 
equipment is best for this particular 
function? 

elInstalling the system. Prepare 
written instructions for all personnel 
involved; stay with them to answer 
questions but don’t take over. It’s 
their system, let them set it up. 

It only follows that if the records 
manager is to maintain his level of 
respect and responsibility, he will 
have to keep himself informed and 
capable of advising management on 
the merits of new equipment based 
on “efficiency before economy” and 
“economy before show,” Edgar 
stresses. 


““Management must be kept’ 


records conscious at all times so that 
they don’t sluff you off as one of the 
lesser functions of the organization. 
You must constantly keep them 
aware of the real impact records 
have in all operations,” he adds. O 


cONINS 
EVENT’ 


APRIL 27-30 

Chicago — 25th annual Conference and 
Exposition, National Micrographics As- 
sociation, McCormick Place. For infor- 
mation: NMA Conference Dept., 8728 
Colesville Rd., Silver Spring, Md. 
20910. 


MAY 21-23 

Winnipeg — 26th national annual meet- 
ing, Association of Administrative As- 
sistants or Private Secretaries, Vis- 
count/Gort Hotel. For information: 
Box 5107, Sta. A., Toronto MSW IN4. 
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Practically anyone can achieve excellent results with General Binding Corporation’s new 
invisible binding system, TAB 200.” 


New Therm-A-Bind 200*system 
binds all your ntation materials 
invisibly in 30 seconds or less 


Your present binding operation could be time- 
consuming and expensive. Considering speed, flexibility, 
simplicity and neatness, General Binding Corporation's 


new TAB 200 offers the lowest cost system available. Compare: 


TAB YOUR TAB YOUR TAB 
200 _ METHOD? 200 METHOD? 200 METHOD? 
1, A simple and wae Cc] 6. Binds many differ 7 11. Easier-to-read me Cc 
unique system ent sizes of material presentations 
Transforms from 3 to 300 Gives memorandums, tele- Adhesive binding allows 
sheets of printed materials grams, cheques, notes, legal —_ viewing of all data up to the 
into folders or books invisibly documents, outsized drawings, bound edge of the sheet. 
bound with tough, handsome graphs, print-outs or blueprints 


covers in 10, 20 or 30 seconds. a permanent invisible binding. 12. Choice of cover * 


designs System pro-LC 

2. Invisible binding MoO 7. Binds with [ 4f Cl vides a wide choice of cover 
with incredible strength Special materials from clear plastic, 
speed Dispenses with waiting- GBC adhesive grips printed durable paper to leatherette 
time for personnel. Can material with surprising to hard covers in beautiful 
produce four 100-page pres- strength. colours with custom 
entations in 30 seconds. imprinting. 

8. Binding is flexible 


3. Fast, efficient use af and durable Adhesive A LJ 13. Dignified yet ae [] 

of personnel No will not become brittle. Even economical pres- 

punching. No clips, tabs, pins after years of use. entations One unit does all 

or staples needed. After col- types of binding including 

lating, completion is quick and 9. Binding is practi- ae oe hard cover presentations. 
easy. cal and economical 


YOUR 


Pages may be turned thou- For the full details, write 
4. Compact size For [Y [] sands of times and will not General Binding Corporation, 
convenient use any- come loose. Pages lie flat for 49 Railside Road, Don Mills, 
where in the office. Ready for easy placement in today’s Ontario M3A 1B3 for bulletin #506. 


automatic binding at all times. Copiers. Or for a “seeing-is-believin 


p b demonstration of Therm-A-Bind 200, 
5. Versatility suits 10. Pages can be call Gerry Hemmings at 

any use Binds thick i L] added or deleted M LJ 416-447-8561. 

or thin paper, plastic sheets, | Allows for updating of reports 

metallic sheets, cloth and and correction of errors. 

photographs for public rela- 
tions, sales, accounting, 
engineering, and many other 
applications —all in one book. 


nationwide service 
Vancouver Calgary Edmonton 
Winnipeg Hamilton Toronto Ottawa 


6-2-225 Montreal Quebec City Halifax 
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Accounting/ Billing Mo. P. 
Computer solves ventory problem ........ Jan. 42 
When stock sits on the shelf for only an hour or two, paper could lag 


far behind — but doesn’t. 


Master file does most of the inventory 
I cncccnennsinsereisinnvicicinananiitinaiieniadiitinmenncninniigutl May 19 


Old order and inventory and control system was not fast enough to 
cope with business. 


Higher disc capacity saves second shift.... May 20 
New York office gets up-to- date inventory list; now there’s no over- 
stocking just to be safe. 


Flexibility, access are time-share users’ 
EE wuinsssndannneciivinesiivcianneidiianioinubaininicaaiintin J ily 26 


Here are experiences of three users of time-sharing to handle tneir ac- 
counting needs. 


Consumer Electronics Show repott.......... Aug. 66 


The real action is in the handhelds; they create wholly new perceived 
needs 


So you want a CalculatoL...........ccceseeeeeees Sept. 62 
Here’s what to think about before you buy 


There are 60 cost centres in every house.. Nov. 36 
Small accounting machine with programming techniques handles 
many functions. 


Communication 


For small dictating units, get what you 


EER AR I LAEGER TENE nN OFT RE ea? Jan. 24 
A wide range in size and features of portables makes it possible for 
the buyer to be discriminating. 


Politics, economics keep wired city out of 
WII sito sictriccarnsaiscd asda Sacatinancmats nme ucemenaie May 70 
The feds are backing Bell Canada’s approach — the only way to go, 
says Fierheller. 


WATS -— is it a good deal, or an invitation to 
WINS sidisci casi sisetecntneds adenine June 23 
Wide Area Telephone service, which computes actual calling time in 
seconds, not minutes, should save money; the crunch comes, though, 
with those overtime charges. 


Callers now more ready to talk to 
IR cece cirenivinsninsniniiiniseemeainiiimnanvnnninciinnings July 28 
The psychological block to giving messages to an answering answer- 
and-record unit are quickly disappearing. 


Companies communicate with videotape Sept 57 
Employees are more informed, now that they get information on the 
screen. 


When employees want facts, consider 
I ce rcensntiainintinnicennniarnesvainitivasesiiiniammaieataiiiags Sept. 59 
Noon-hour sessions bring the chairman or other company executives 
together with rank-and-file employees. 





A listing of articles that appeared in Office Equipment & Meth- 
ods during 1975. The month of publication and page number 
are included for easy reference. 
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Mo. P. 

The perplexities of interconnection.......... Nov. 30 

After years of discussion and delay, the federal government has taken, 
in the eyes of interconnect companies, a token step. 


Copy-Duplicating 
Search is on for new paper coating 
ie etricennninnirnmitintiniimmemmnimmiigins Jan. 32 
Suppliers want a raw material for coating paper to give identical re- 
sults to plain bond copier. 


7.5 million sheets go through print 
DID censnsmnessrsnsinionsnnesinctinnstiinnnbhinianamnainaie Apr. 33 


Reading lists, course outlines, examinations and article reprints for 
10,000 students handled with aplomb. 


Duplicating cuts former copy costs........... May 29 
Centralized copying had to go when Merck Frosst moved into its new 
32-acre building. 


Is the smart money getting in, or getting out? 
sashncbemesarebooseengttansensinsitibiinehsinnilisitiieeiatiaannal July 13 


Here are some basic cost-cutting considerations that should help you 
decide whether you'll get into inplant printing. 


Xerox 9200 — major user reports his wants, * 
accuresnintisseninsiesenteneceniataaeiaisteanigidinaianabstesaimatanile uly 14 


Bob Biggart, of Eaton’s Printing Services, operates one of the on 
inplant shops in Canada. 


Taxes: you may have to pay, even if you do your 
OWN. PFINtiNG.............sscsessessneeseseneserssssenseeseseseneeees July 15 
Maybe it’s a nuisance tax, but you may be able to avoid paying it. This 
should help you determine how and for how much you can become 
eligible for tax-exempt status. 


Developing inplant use by controlling copier 
WIRD ance ve-ceisssvessininintiatinisisbiaabinhinaitilianitinesinnditictin July 18 
If you strictly control copies made by a convenience copier, you may 
find it’s easier to get work to your print shop. 


Get more mileage from the basic raw 
I or ncesivsscsenintcnniiinniuinliendiienniiiagiiiaitasain July 22 


Here are 10 tips to help inplant managers cut down on the use and 
abuse of the basic inplant commodity — paper. 


If you experiment, experiment small......... July 25 
If you buy excess printing capacity and let outsiders fill the slack, you 
could find your own work scheduled further and further behind. 


Decentralized copying works best for heav 


DRI vrcinsccseevvsianinpentneeinidniaiatinaitiaicuaniniits ept. 56 
This way, you see, a supervisor’s salary is one major saving. 


Data Processing 
System/32 designed for small first-time 
I icsinissiiuninsisectuniisincelianatcetsvetniheisimarnanainibuiieals Feb. 57 


Deliveries start next month on “lowest priced” general computer ever 
produced by IBM. 


Money market a ae A agl ‘Reena owen wore Mar. 19 
Computer prepares daily trading blotter at Merrill Lynch; best of all, 
it tells the firm if it made money yesterday. 
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Need a good program for computerizing records 


parece Oe RE EE eT June 40 
Try adapting your inventory control program — it works. 


What’s wrong with time-sharing? .............. Oct. 58 
Public accountants have no need to fear computers — nor to ignore 
them. 


Choosing a computer: businessman’s 


SII as vteinivisnsncshvininssnctinietbiocubaceepbniniiniusnaite Nov. 38 
The price of computing services is within the reach of small business. 
The problem: how to choose correctly. 


Environment 


_ Office furniture captures awards................ Jan. 21 
Drawing board desk, office tilter chair singled out for design. 


Furniture recycling: a lew tool for cost-conscious 


companies Feb. 45 
An increasingly common way of equipping an office with new furni- 
ture is facelifting the old. 


Open plan deals well with bowling alley 
si lascairitacipin nin einiecttiniatnashtorinehaniinncnennepnenenies Mar. 21 


ace 
Designer Nigel Sweeney proposed the open plan concept — a first for 
CGE. So far, everyone’s happy. 


Organization of the office: the main objective is 


Processing INFOMATION .............ceceeeesereseeeseeeeers Apr. 38 
Only a communications study can tell you where everyone’s supposed 
to sit. 


Herman Miller’s Fine Art puts emphasis on 
SIU siicincticcusbbasisk ainda a Stnaanamnctabiewseoderctborenes May 69 


A triad: equipment, procedures and people. 


The word processing environment: planning, not 
common sense Called FOF .............ssssseseseseseeeeeees July 30 
Until you measure and outline what you now have, how can you de- 
termine your needs? 


Childish purples and hostile reds may be 
disrupting your EMPlOYEES ............cccceeeeeeeeees Aug. 15 


Colors carry a clout, ruling peoples’ responses; interior designers 
should be licensed, says color expert. 


Terminals that don’t terminate................. Sept. 49 
Get ready for the electric floor — it’s coming. 

This artist has his own art form................ Sept. 54 
Fred Schonberger turns out short-run stencil duplicating prints. 

Creature comforts hit the office................. Oct. 50 


Get ready for plump upholstery, wood that invites stroking — even a 
rocking chair — in your office of the °70s. 


Get penety for night SPACE COSLS........0000000- Nov. 22 
Toronto now may have the highest rentals in Canada; Montreal is en- 
tering a cyclical boom. 


Information Retrieval 
COM has become everybody’s business at 


i cescrinioricnersniiinntncninnetisatanivaliioeleneedian Jan. 30 


JANUARY, 1976 


index 





Savings on paper, mailing, filing for computer printouts net $1,800 a 
month. 


One subject classification is not nearly 
IR ieeeiecsninninnsicnetagioniinnelieismaatinpcatibombsiness Feb. 40 


Paperwork management consultant Terry Beach examines a number 
of sacred cows now toppling as filing methods change. 


Cassiogme sheets: time to discard.............. May 30 
Wholesale drug firm makes switch from paper to microfilm; extended 
microfiche lists all items on one piece of paper. 


Are you getting what you want from your filing 


PE ocicnsivecncememiiicentotanieniansinintdbiandaniiuen June 35 
Few office managers define filing needs, says systems analyst A.P. 
Farr. 


Need a good program for computerizing records 


SEE si ventiicctiniinticiesernvnnsiteeesiiimnesevrinianeiiian June 40 
Try adapting your inventory control program — it works. 


COM: where it stands in data retrieval.... June 45 
Cost reductions as microform technology develops have resulted in 
dramatic cost savings. 


Microfilming personnel records gives immediate 


III vir ccenssinvsianingeernensisbiniiioensicie Spins taeiaiaaen Aug. 61 
By putting the original papers on film, company saves 1,000 square 
feet of space. 


Where is ARMA going from here?........ Sept. A-5 
Now that two associations have consolidated, the organization sets 
new goals. 


Microfilm: coming up to $4 billion..... Sept. A-10 
About 30% of the market is in services, and it’s growing annually at 
23%. 


Filing: extraordinary profit potential:. Sept. A-18 
Management often assumes filing problems are so straightforward 
that they do not demand their attention. Right or wrong? 


Maintenance manuals go on microfiche Sept. A-. 
l 
CP Air saves $12,000 a year and every manual is current. 


Carrousel microfilm filing system saves space 
sitiiesiaralerctueersiapidecnneniaealiniantrateeninsineithmieilads Oct. 45 


Waterloo University’s Fine Arts Library houses 22,000 microfilm reels 
in a remarkably small space. 


Micrographic group meets in Vancouver Nov. 34 
Meeting is held in the West for the first time. 


Mailroom 
Beaver Foods’ “biggest little mailroom” 
IE iccinevnrsetindncnnnntvnnmmninuinncntiniiinmmanenaes Apr. 20 


It’s doubtful that so much mail passes through so little space in any 
Canadian mailroom. 


Mailroom equipment ............scscccsssseeeeesteees Apr. 22 


A guide to current products in the marketplace to update your mail- 
room facilities. 
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The Postal Code Apr. 30 
The Post Office didn’t count on such rugged resistance to change; it 
could spell disaster in October. 


Management 
What’s happening with white collar workers? 
Jan. 34 


ACTE’s first big drive to organize white collar workers may seem to 
have been a smash flop, but. . . 


Business Machine specification charts ..... Mar. 37 
A reference manual on 19 categories of business machines for 1975- 
76. 


Directory of suppliers Mar. 77 
A handy alphabetical listing of names, addresses and telephone num- 
bers of business machine suppliers. 


How to save 25% on costs and get 48-hour 
delivery Apr. 42 
Systems contracting for office supplies, business forms and equipment 
servicing saves operation dollars. 


Why a pot belly is stupid Apr. 49 
Over-nutrition, over-tension and under-activity are killers: what you 
can do to deflect their deadly paths. 


Corporate fitness: a program for planning 
responsibilities in decision-making Aug. 12 
Team structure involves all levets of the organization; the real payoff 
comes from proper use of the information groups. 


Office supplies digest Aug. 23 
How to spend money with no return; also, a rundown on current 
products to help in everyday office routine. 


Anti-combine laws may include provision for 
EE I IS sarrecrrngreivnceiamnittinnenernicicigaiet Aug. 71 


Such a process would be useful to businessmen as well as consumers, 
says government official. 


Canadian National Business Show 
CELE IA EIN IIE ERE LIE 
What manufacturers are showing at Place Bonaventure. 


Career advancement: not in ourselves but in our 
TS ROR Er ee Oct. 39 
Don’t be surprised if the personnel manager has your horoscope cast 
next time you are job-hunting. 


Why a company car could be a dra Oct. 46 
It’s the tax man’s bite, of course, that dulls the sparkle of the gleaming 
new 1976 models. 


Johnny can’t read? Neither can Tom, Dick or 
Harr Oct. 43 


It’s an eight-week course, but Henry Kissinger took 29 weeks to com- 
plete it. 


Does winter turn you Off?............ceeeeeeee Nov. 26 
A fitness evaluation of winter sports, intended to help you keep a trim 
waistline in the wilderness of winter. 


32 





Word processing 

Getting your thoughts from here to there. Jan. 39 
Smail word processing installations are getting one of the bottlenecks 
worked out. 


What it’s all about: a primet............... on Feb. 19 
The modern office “makes” two things: data —— refers to the 
making of numbers, word processing to the making of words. 


How the traditional office comes under fire 
from WP Feb. 22 
The comparison, in many explanations of the WP concept, is one of 
evolution from a social office to a productive office. 


The WP centre: optimum production requires 
optimum working environment.............::0:0+0+ Feb. 24 
The savings come from _— of the typing environment — not 
only the machines, but the people and the workplace. 


How features relate to the eke 
PEEICIES ..-.-cccencseonsviiseeeeinnesainenenetniaanntenahieliian eb. 30 


Automatic typing can be more or less automatic — depending on how 
much the equipment is programmed to do. 


Equipment specifications: how they 
compare Feb. 31 


OE&M’s latest comparison charts on automatic typing/text editing 
equipment. 


Word processing: real management tool. May 13 
It replaces the old structure for reactive management with an active 
future-oriented support team approach. 


SYNUOPICAN PLEVIEW.........0.0.c-crsevsereeceeeeneerees May 41 
A 16-page program for Syntopican III 
Solid developments in WP technology..... May 51 


A product preview of what manufacturers will exhibit at Syntopican 
III. 


The major flaw in WP retraining: the wrong 
person gets retrained July 32 
The principal is usually the target for retraining in the new organiza- 
tional system, but it’s the secretary who will be most directly affected. 


The upward-mobile WP secretary: unlearning the 

“go-fer” route July 33 

It’s up to present WP managers to train staff for “second generation” 
management. 


Automatic typewriters aren’t necessarily 
automatic Aug. 20 
A thoughtful guide to the selection of word processing equipment and 
some of the pitfalls to be avoided. 


WP vendors reorganize for sales growth 
in Canada Oct. 56 


Major developments are largely confined to system refinements. 


WP at the Commerce: four-hour 
turnaround Nov. 17 
New system handles 100 million words a year; junior secretaries now 
double their output. 
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NO. 810 MAGIC 
TRANSPARENT TAPE: 
The Masgic lies in it’s 
versatility. It instantly 
vanishes when applied to 
paper. Can be written or 
typed on - and won't ghost 
when photocopied. Magic 
Tape doesn’t discolour 
with age, never sticks to 
other correspondence and 
mends any torn paper - 
invisibly; That’s 3M Magic. 


NO. 600 CELLULOSE 
TAPE: Great all purpose 
transparent tape, used for 
all your sealing, mending 
and office packaging. 


NO. 665 DOUBLE- 
COATED TAPE: Trans- 
parent linerless tape with 
double-sided adhesion. 
Used for mounting pictures 
or printed material in 
album or catalogues. 


NO. 845 BOOK TAPE: 
The Book Saver. A trans- 
parent tape for repairing, 
reinforcing, protecting and 
covering bound edges and 
surfaces of all books, 
magazines and record 
albums. 


NO. 760 LABELING 
TAPE: Valuable embossing 
tape used for coding, 
identifying and personaliz- 
ing. Anything you can 
name - you can label. 
Resists water, sunlight, oils 
and any abrasion. Available 
in 3/8"’ and 1/2" sizes. 
Also in 5 colours and 
woodgrain. 


MAIL SERVICES: 
352 PACKAGING SYSTEM - reinforce large envelopes and 
strengthen cartons for mailing. Adheres without moistening. 
LABELGARD SYSTEM - waterproof and weatherproof 
protection of addresses and assures that your package is 
delivered. 
898 BUNDLING SYSTEM - add additional strength to big 
boxes, - bundle mailing tubes, envelopes, etc. 
MAGIC TRANSPARENT TAPE - seal and mend small items 
- attach labels to packages 


FILING: 
760 LABELING SYSTEM 
- identify files and filing location with eye-catching tape 
MAGIC TRANSPARENT TAPE 
- mending torn letters and other correspondence 
-attach small papers to 8-1/2 x 11” sheets for filing 
- won’t stick to other correspondence 
- won’t discolour with age 
- won’t ghost in photocopying 
- easy to write on with pen, pencil, or typewriter 


PERSONNEL DEPT.: 
760 LABELING SYSTEM.- identify individual personnel files 
- identify filing cabinets and storage shelves 
665 DOUBLE-COATED TAPES SYSTEM 
- attach photographs to individual personnel files 
- “additional information” attachments 
MAGIC TRANSPARENT TAPE - mend important records 
- keep confidential files really confidential 
- strip in changes on insurance records or medical reports 


PURCHASING AND ACCOUNTING: 
760 LABELING SYSTEM - identify and code files 
- label storage shelves and filing cabinets 
MAGIC TRANSPARENT TAPE 
- excellent for securing two and three page orders together 
- mend computer reports 
845 BOOK TAPE SYSTEM 
- reinforces or repairs worn corners on ledgers and any books 
subject to heavy usage 
665 DOUBLE-COATED TAPE SYSTEM 
- attach reference notes to billing queries 


LIBRARY: 

MAGIC TRANSPARENT TAPE 

- quickly repairs torn pages and performs hundreds of sealing, 
mending and holding jobs 

- repair plastic book jackets 

600 TRANSPARENT TAPE 

- general all purpose transparent tape 

845 BOOK TAPE SYSTEM 

- repairing, reinforcing, and protecting the spine, edges and 
surfaces of paper and hard cover books 

898 BUNDLING SYSTEM 

- reinforce top and bottom edges of magazine and pamphlet 
covers 

352 PACKAGING SYSTEM 

- sealing boxes and envelopes, or insulated mailing bags for 
delivery or storage 

665 DOUBLE-COATED TAPE SYSTEM 

- useful in attaching card pockets and reference cards to 
inside of book covers 

760 LABELING SYSTEM 

- shelf labels ahd inside colour codes 





DUPLICATING SERVICES AND COPYING STATIONS atu 
810 MAGIC TRANSPARENT TAPE Paper tape. An all purpose 
- for mending and splicing stencils, originals and plates in tape for paint masking and 

: light packaging applica- 
seconds tions. 
- ink can’t penetrate and it won’t crack or yellow 
- no light reflection, therefore no ghosting while copying 
- convenient dispensers can be placed nearby the station 
352 PACKAGING SYSTEM 
- seal boxes for transportation of printed material 
- keeps dust out and is clean and easy to apply . . . adheres 
without moistening. 


ART ADVERTISING AND PUBLIC RELATIONS 
665 DOUBLE-COATED TAPE SYSTEM NO. 352 POLYESTER 
- ideal for mounting sample drawings and evaluations scuasaniee Ga hig Apia 
- applying updates to media reference books your box sealing and heavy 
- put photographs in place for special jobs like retouching oo ype — 
810 MAGIC TRANSPARENT TAPE alias in tan ot Gane 
- secure 35 mm slides in sleeves parent. 
- matte finish allows identification on sleeves 
352 PACKAGING SYSTEM 


- sealing envelopes containing fragile materials such as photos _ 


ENGINEERING 
665 DOUBLE-COATED TAPE SYSTEM 
- attach explanatory notes to drafting drawings 
810 MAGIC TRANSPARENT TAPE NO. 821 LABELGARD 
- minor repairs to drawings and other prints TAPE: Terrific transparent 
- minor changes because you can write on it pone plant tenant 4 — 


230 DRAFTING SYSTEM Parcels and envelopes. 


- mounted bracket-dispenser on each drawing board for Completely seals with 
< strong adhesive surface. 
convenience Weather-proof and resists 
- eliminates thumb tack holes and holds firmly in place any abrasions. 
- low tack adhesive allows easy removal 
760 LABELING SYSTEM 


- easy identification of tools and equipment to prevent loss 


That’s the 3M System - 10 strong products, 10 strong reasons 
to stick with the best Taping Systems made. Use one - use 
them all. You’ll soon agree you can’t beat the 3M System - NO. 898 FILAMENT 


for efficiency. TAPE: A transparent 
“SCOTCHPAR”" polyester 
film tape, re-inforced with 
glass yarn filaments. Used 
in applications when super 
strength is needed for 
reinforcing cartons, 
bundling, etc. 


If you would like information on these and other “3M” taping products and 
applications, send now for these free booklets or contact your local 3M office 
or “SCOTCH” Brand Products Stationery Supplier. 


NAME 
TITLE 
COMPANY 
ADDRESS 
CITY 











“PUT YOUR HANG-UPS 
PE ae HERE” 


5S P < 
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“3M” PERSONAL MESSAGE CENTRE 


Feel free to throw your old tacks 
away, the office notice board has gone 
for good. 3M introduces a terrific idea 
instead Personal Message Centres. 
Now you can have your very own Per- 
sonal Message Centre - it’s an exciting 
new invention to cope with today’s high 
speed office communications. A Per- 
sonal Message Centre is acork simulated 
sheet, coated with a reusable adhesive 
surface. It has excellent holding power 
for papers of all sizes and your memos 


come off the board in one piece with 
no adhesive transfer. No more scrappy 
remains pinned to the office wall. With 
a Personal Message Centre you can dis- 
play the fastest memos in the busi- 
ness and there’s always room for more. 
3M is proud to introduce a totally new 
idea the first ‘take-it or leave-it’ 
Personal Message Centre. 3M’s Personal 


BUSINESS REPLY MAIL 


No Postage Stamp Necessary if Mailed in Canada 


POSTAGE WILL BE PAID BY 


ATTENTION: COMMERCIAL TAPE PRODUCTS 


3M CANADA LIMITED 
P.O. BOX 5757 
LONDON, ONTARIO 
N6A 929 


Message Centre is the latest addition to 
the full range of “SCOTCH” Brand 
Office Taping Systems. For more in- 
formation about Personal Message 
Centres or any of the complete 
“SCOTCH” Brand Office Taping 
Systems, call 1-800-265-4439 or write 
to: 3M Canada Limited, Box 5757, 
London, Ontario, N6A 471. 
























MINICOMPUTERS 
. EASY 


DATABOOK 70 REPORTS ON MINICOMPUTERS is an invaluable information and updating service 
designed to help you stay aware and abreast of minicomputers and small accounting computers and 
services . . . and the companies who provide them. 

It reviews minicomputers, small accounting computers, general-purpose data processing systems and 
small business computers, and describes their specifications and performance capabilities, as well as 
their most suitable applications. 


WHO NEEDS IT 


Every segment of the data processing industry needs DATABOOK 70 REPORTS ON MINICOMPUTERS - 
end users, equipment vendors, consultants, educators and other professional groups. 


WHY YOU NEED IT 


DATABOOK 70 REPORTS ON MINICOMPUTERS allows you to: 


* Review, quickly and completely, the full range of current minicomputer hardware and software 
alternatives, 


* Minimize complex and confusing product presentations, 
* Remain abreast of all new products, services and developments, 


* Confidently plan ahead by following Databook 70's evaluations of the past, present and future 
status of the industry and its products, 


* Effectively and economically concentrate in-house equipment evaluation and product 
research functions. 
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HERE’S WHAT YOU GET: 


ea Two looseleaf volumes of current product, application and 
company reports and evaluations. 





dounen mins 


Re A detailed index to guide the user to the section he requires, 


A user’s guide on how DATABOOK 70 REPORTS ON MINICOMPUTERS 
e should be used to gain maximum effectiveness, FRE‘ sample reports 


@ Feature reports on what the minicomputer industry and its products are This total information service on minicomputers must be seen - and used - to 
all about, and how you can use this information to your own be appreciated. That's why we are offering a package of sample reports taken 
advantage, right out of DATABOOK 70 REPORTS ON MINICOMPUTERS to show how this 
Case studies of how real-life users have made minicomputers pay off, unique service can benefit both you and your company. 

Simply fill in the coupon below for your free sample reports and details on 


Computer reports, the heart of the service, give an individual and our no-obligation, 30-day trial subscription. 


detailed analysis of minicomputers from all the important suppliers, 


Peripherals special reports deal with the products designed to pocoossen= cil out and lum 0: ese eeeeeey 
interface with minicomputers. Also includes comprehensive prices DATABOOK 70 REPORTS ON MINICOMPUTERS 
and specifications of more than 700 products, 481 University Avenue, Toronto, Ont. MSW 1A7 (416) 595-1811 


Vendors are covered in a comprehensive, up-to-date directory of more 


nthe : Sac YES. Please send me your FREE Sample Reports from your Mini- 
than 300 major companies involved with the minicomputer industry. y P Pp y 


computers Service, and tell me about your 30-day trial sub- 
scription for only $10. | understand that I'm under no obligation 
to buy. 


i 

i 

# 

4 

5 

4 

4 

i 

; | don't want to waste time. Send me the complete 2 binder service 
1 ON REVIEW FOR 30 DAYS FOR ONLY $10. After 30 days | will 
i decide whether or not to subscribe, and will return the material if | 
t do not. 

4 $10 enclosed Bill me, adding $2 for shipping & handling 
i OEM -1 
i 
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i 

4 
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Monthly Newsletters and late-breaking product and 
company reports to help you maintain a current 
awareness and perspective on the minicomputer industry. 


Monthly Supplements of looseleaf information to file in to 
the binders which will enable you to keep your reference 
service up to date with all major new products and 
companies, and let you evaluate their significance. 
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Enquiry Service that links Databook 70 subscribers to an 
informed and responsive information base. Your 
minicomputer-related questions will be answered on a 
personalized basis by mail or phone. 
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Could you be in 
24 hours after a 


If you don’t have a vital 
records program, you re not 
prepared for disaster. 


Warning: you may need a year 


for assessment 


PICTURE the following. At 12:15 
a.m. on a sleepy Sunday, some wir- 
ing goes haywire, sending out a few 
electrical sparks, just enough to ig- 
nite a synthetic drapery dangling 
nearby. By 12:25, the fire depart- 
ment arrives. But the damage is al- 
ready done. By noon the next day 
the fire is finally under control, at 
the cost of your stock, your equip- 
ment, everything. Its all burned 
out, or drowned or foamed beyond 
recognition. Including your records. 
And that loss may be the most 
costly, that is, if you’re not preps ired 
for such a disaster. Are you? 

If you don’t have a vital records 
program, you aren't. And if you 
aren't prepared, perhaps now is the 
lime to start thinking about it. 

William L. Rofes, manager of 
records analysis and control for 
IBM in Armonk, N.Y., says vital 
records programs are a form of busi- 
ness insurance every company 
should carry. 

And when you’re buying insur- 
ance you're not buying economy 

you're buying efficiency. Such insur- 

ance is twofold. It protects the inter- 
ests of the stockholders. employees 
and customers. And it covers the 
ability to reconstruct operations im- 
mediately — within 24 hours — fol- 
lowing a disaster. 


Definition needed 

But before a company can set up 
a vital records program, it has to de- 
fine what records are. Rofes says 
records are “information captured 
in reproductable form,” anything 
printed or recorded on tape or film 
or paper. 

Next the company has to deter- 
mine what the word vital means. 
Terms such as essential, important, 
useful, nice-to-have, may all apply 





From an address at the recent ARMA 
conference in Toronto. 


38 


re? 


to equipment, but not to vital 
records programs, Rofes maintains. 
IBM instead uses an either-or, 
black-or-white definition; either a 
record is vital or it is not vital. And 
that information emerges only 
through functional analysis. a care- 


ful questioning along the lines of 


“which records do we absolutely 
have to have to reconstruct our op- 
eration?” 

Rofes admits it doesn’t get an- 
swered overnight; it can easily take 
a year to assess, but once the judg- 
ments are made, “carrying out the 
program is window-dressing.” 

He estimates that about 1% of the 
company’s records are covered in 
the vital records program; manufac- 
turing companies may keep | or 2%: 
insurance companies and banks 
may keep even more, up to 10 to 
15% of the total volume, and gov- 
ernment even higher than that. 

Do you protect a duplicate or the 
original? Rofes recommends a du- 
plicate, as he does off-site versus on- 
site protection. How far off-site? 
“Somewhere that it’s relatively im- 
probable that the same disaster will 
affect the protection site, preferably 





usiness 


100 miles or more away., Roof gar- 
dens, basements, or across the street 
don’t qualify.” 


Test the program 

IBM’s vital records protection fa- 
cilities are built below ground, he- 
cause nuclear holocausts are in- 


cluded in company’s definition of 


disaster. 

Included in the vital record infor- 
mation should be data concerning 
where it’s coming from, who it ap- 
plies to, how often it should be up- 
dated and how long it needs protec- 
tion daily, weekly, monthly or 
every two years. 

Then the program should be 
tested. The company regularly sends 
records teams into the field to drop 
in unexpectedly at branch locations 
to announce, “Hi gang. You burned 
down last night. What are you going 
to do now?” ‘ 

The program got a real workout 
at an IBM Program Information 
Department installation in Haw- 
thorne, N.Y. three years ago. In a 
fire much like the one described al 
the beginning of this article, the en- 
lire Operation was burned out in a 
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matter of hours. But within the first 
hour, branch managers were noti- 
fied and had assembled, setting up 
temporary operations in a nearby 
motel. By 3 p.m. the next day, an al- 
ternative site had been selected and 
one day later, the move was com- 
pleted. Three days later some orders 
were processed, by the end of the 
first week the new facility was fully 
functional, and two weeks after that 
all operations were on schedule. 


Record loss zero 

The bad news about the experi- 
ence centered on the burned build- 
ing’s construction there were no 
sprinklers, there were no fire damp- 
ers in the air vents, and storage 
space had been mis-used with com- 
bustibles piled directly under the 
computer room. In fact, the greatest 
damage done during the fire was 
due to the 1,800 degree F. heat; 
everything plastic was grossly de- 
formed and distorted. 


But the good news was that the 
total record loss was zero. All vital 
information had been duplicated 
and shipped to the protection record 
Friday night before the fire. All vital 
records were in the hands of the 
branch’s managers within hours 
after the disaster. And the first thing 
they did with the vital information 
was to copy it and send the second 
set of duplicates back for protection. 

Recovery was possible because of 
three factors: the commitment of 
the employees who worked long 
hours to set up the new operation, 
complementary contingency plans 
which had been carefully made and 
carried out, and the accessibility of 
the key resource those vital 
records. 

Rofes sums up, “When you have 
a workable vital records program, 
you can relax. You’re ready for 
something you hope will never hap- 
pen, something that will force you 
to put your program to a real test.” O 
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Xerox decentralizes operations 


TORONTO Three newly formed regional operating units 
bring decentralization to Xerox of Canada. The Eastern re- 
gion, headquarters Montreal, serves Quebec and the Atlantic 
provinces. Louis H. Gilbert, 38, is vice-president. Toronto is 
headquarters for the Ontario region with Sidney A. Hum- 
phreys as director. The four western provinces are served by 
the Western region, based in- Vancouver. Robert A. Schick is 
named director. 

Previously, company operated two divisions eastern 
and western — from Toronto head office. Robert K. Kamme- 
rer, president, said the move will improve service to custom- 
ers and offer career opportunities to a greater number of em- 
ployees in locations where they live. 


Banks want to extend services 


TORONTO Canada’s chartered banks are seeking permis- 
sion to engage directly in financial leasing and factoring 
two areas not now open to them. 

The banks make the request in their brief to the federal fi- 
nance minister in preparation for the 1977 revision of the 
Bank Act, the basic federal legislation governing the char- 
tered banks. The Act is revised every 10 years. 

A main thrust of the brief presented by the Canadian 
Bankers’ Association (CBA) is to encourage more competi- 
tion. A major proposal is that common ground rules should 
apply to everyone engaged in banking — the chartered banks, 
trust companies, credit unions and others. 








AVAILABLE AT ALL LEADING STATIONERS ACROSS CANADA. 
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In the long run, the CBA suggests, this will best serve the 
public interest and make it more attractive for some of the 
non-bank financial institutions to become chartered banks. 

On leasing and factoring, the association’s brief notes that 
foreign banks operating in Canada are engaging in this busi- 
ness but the Canadian chartered banks are not permitted to 
offer the same services directly. 


ARMA courses start 


TORONTO Toronto Chapter, ARMA is sponsoring edu- 
cational courses at George Brown College, St. James campus. 
Among courses starting this month: Introduction to Records 
Management, Advanced Records Management, Forms Man- 
agement and Microfilm for Business. For information: Ed 
Feuerstein, 967-1212 ext. 298. 


in brief 


Itek Corp. has named Sears Ltd. of Toronto as distributor for 
its Graphic Arts product line in Canada. Itek continues to sell 
direct to inplant and quick-copy markets . . . Universal Type- 
writers, Calgary, Alta., has a new name: Superior Business 
Machines (Calgary) . . . a 50,000 sq. ft. medical and profes- 
sional office building is being added at Marlborough Mall, 
Calgary .. . over 98% of outstanding shares of Eddy Match 
Co. have been tendered to date, John McCutcheon, chairman 
of Warrington Products, says in a third quarter report. 


Personnel fees slashed 30% 


DRAKE PERSONNEL has recently reduced its placement fee 
structure by 30% across Canada, except in Winnipeg and 
Vancouver, thereby winning accolades from clients and the 
envy of its competitors. The move follows skyrocketing fees 
and the proliferation of inefficient employment agencies, 
along with frequently diminishing productivity. 

According to C. R. Copeland, president, Drake is deter- 
mined to force productivity in the industry, and the $50,000 
advertising Campaign appears to be paying off. The Decem- 
ber downward trend in a number of the firm’s 36 offices was 
halted, and in others the new approach is proving profitable. 


NTI acquires De Jur line 


TORONTO NTI Business Equipment and Systems, Mont- 
real, has bought distribution rights for Grundig Stenorette 
dictating equipment from De Jur of Canada, Rexdale, Ont. 
The De Jur building also was bought, said Jim Mills, vice- 
president and general manager, Ontario Division, NTI. 
Douglas Doyle is general sales manager. dictation, for the di- 
vision. 


Buy a farm and get rich 


WATERLOO, Ont. — Those who are smart enough can get 
rich on inflation, Dr. Morton Shulman, of Toronto, advised 
the Grand Valley Chapter of the Administrative Manage- 
ment Society. He is the author of the book Anyone Can Make 
a Million, and its sequel, Anyone Can Still Make a Million. 

His advice for a hedge against inflation? Buy a farm. Buy it 
with the biggest mortgage and longest term available. At 12% 
interest, he said, mortgage money is actually free since the in- 
flation rate is 12%. 

Farm prices, he said, will increase at least 20% a year be- 
cause cities are expanding rapidly. : 
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Paul W. Lappetito is named president 
and chief executive officer of NCR Can- 
ada Ltd. Eric Plant, who joined the Ca- 
nadian company in 1957, and has been 
president since 1967, is named chair- 
man, a new position. Lappetito latterly 
has been vice-president of the New 
England region, NCR Corporation. 


Paul Benoit is named sales manager, 
Minicomputer Business Systems/DFO 
Co. Ltd., Montreal. He previously was 
with Digital Equipment of Canada Ltd. 


Brooks League is sales development 
manager, line duplicating products, 
A.B. Dick Co. of Canada, Rexdale, Ont. 
He joined the Dick organization in 
1971, serving in the U.S. and latterly, in 
Australia. 


Hugh M. Craig is named managing di- 
rector of Orchard Decor Canada Ltd., a 
new Canadian company formed by 
Rolland Paper and the Orchard Corp. 
of America. Company produces and 
markets heat transfer papers and re- 
lated products. 








CRAIG 


DAVISON 


Glen R. Davison has joined A.B. Dick 
Co. of Canada as financial manager. He 
works at the Rexdale, Ont., head office. 
He had been with Arthur Andersen & 
Co: for 11 years. 


Norman H. Penney has been named 
president and chief executive officer of 
Dyad Computer Systems. He is a past 
president of the Toronto chapter. Fi- 
nancial Executives’ Institute, and has 
been controller of Lever Brothers Co. of 
Canada Ltd., and of Massey Ferguson 
Ltd., and vice-president, finance of 
Chrysler Corp. of Canada Ltd. 


Four appointments have been an- 
nounced at Rolland Paper as part of a 
restructuring of the marketing organiza- 
tion of its Fine Papers Division. Three 
marketing managers appointed, who 
will report to the director of marketing, 
are Marcel Pilon formerly marketing 
manager, Eastern district and now mar- 
keting manager, printing papers; Ralph 
King, formerly marketing manager, On- 
tario and Western district, now market- 
ing manager, converting papers; and 
William J. Hardy, formerly assistant 
marketing manager, Western district 
and now marketing manager, business 
papers. In addition, John Vocino, for- 
merly sales co-ordinator, is appointed 
manager, sales service. 


Brian Wharton is named general man- 
ager, Datasystems’ Div., Philips Elec- 
tronics Industries Ltd. During his career 
with the company he has served as mar- 
keting manager, dictating products. 


H. John Lush is named president and 
chief executive officer of National Con- 
sulting Group, Toronto. 





Word Processing Supplies from Wilson Jones 





Pressure-Sensitive 
Mag Card Pouch 


The Pressure-Sensitive Mag Card 
Pouch permits its user to attach mag 
cards to a Word Transporter or to 
permanent record paper containing 


Track-Back Cassette 
Ring Binders 


Track-Back ring binders are the 

key building units in a successful, 
efficient Word Processing Library. 
Each binder holds 12 Cassettes in 


Word Transporter 


The Word Transporter protects 
hard copies in transit between 
WP department and authors. 
Non-glare vinyl. Open on 2 
sides. 50 per box. 


individual plastic pockets. The Size Stock Number repetitively produced material. 

¥2" capacity, 3-ring mechanism 11%” x 9” Ww33 Clear polyethylene front; 

keeps related letters, formats and pressure-sensitive back. 50 per box. 

correspondence logs neat, crisp, F Size Stock Number 

in order and in close proximity to 4” x 8” .  — 

the tapes. Binders suspend in the ™ 

Track-Back system, Data Cabinet 

or Executive Data Cabinet. Black “ 

vinyl covers. Label inserts Wilson Jones 

for b i 4 ae See 

we essen Division of Swingline of Canada Ltd. 

For Sheet Size Stock Number ; : 

__ "x 8%" ~_ W366-148 7 Ingram Drive Toronto Ontario M6M 2L8 
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BUY 10 Dart. 


POROUS TIP PENS 


GET 1 Spree. 


THE EFFORTLESS PEN 
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Da rt. I 
Canada’s most popular porous tip pen a ARE 
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DEAL PRICE 


$5.90 


Dart introduces 


Spree. 


the most remarkable advance in pens 
since the ball point and felt tip. 


Berol. 
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Ban on open-windcw envelopes 


| adds to cost of business 


by Tom Messer 


| OTTAWA — The business community faces added costs in bill- 


ing customers as a result of the ban recently announced by 
the Post Office on open-window envelopes without a glassine 
insert that are used by many companies for this purpose. 

This convenient method of billing is to be sacrificed at the 
| altar of technology from June 30, 1976, as part of a larger 
| campaign by the Post Office to protect the postal service’s 
new, high-speed, automated mail handling equipment from 
disruption caused by unsealed or partly sealed mail. 

The move is contained in amendments to the regulations 
under the Post Office Act. 

The problem is that air can sometimes penetrate unsealed 
envelopes causing a ballooning reaction in the automated 
processing. 

“The next thing you know is that the machinery has been 
jammed, and, more important, the disruption has damaged a 
heck of a lot of other mail,” said Bob Meyers, director of the 


| Post Office Service Development and Mail Classification 
| Branch. 


To solve the problem, the Post Office has decided to ban all 
unsealed envelopes and “self-mailers” from the domestic and 
international first class mails and from domestic third class 


| mail also effective June 30 this year. 


Self-mailers are any article, other than a postcard, maga- 


zine, catalogue or an item of householder mail, without an 


outer cover, wrapping or envelope in addition to the paper or 
material on which is placed the written communication. 
One of the biggest offenders is Bell Canada which uses 


| about 110 million open-window envelopes a year in its billing 


process to customers. Each of these envelopes costs approxi- 
mately half a cent. 
A Bell spokesman said that the company would spend an 


| additional $50,000 a year in switching over to billing enve- 


lopes with a glassine insert and using standard addressed en- 
velopes for its customers to return. 
“Everyone in the business community we have spoken to is 
happy to see automation finally coming to the Post Office and 


| they look forward to improved and more reliable service,” 


Meyers said. 

“We realize that many companies buy these open-window 
envelopes in huge quantities so we are willing to give them 
sufficient time to use up their inventories.” 

Nobody had been definitive about the cost involved. In 


| fact, some businesses were finding that with a little redesign- 


ing, the cost might be minimal, he suggested. 

John F. Bulloch, president of the Canadian Federation of 
Independent Business, said: “Sure, it’s an added burden for 
the business community. But our operation can save $300 a 
month on cab fares if we have a more reliable postal service.” 

The federation which describes itself as the “voice of Cana- 
dian-owned small businesses,” has more than 30,000 mem- 
bers. 

It will spend $15,000 in equipment to comply with the new 
regulations, and an additional $20,000 a year in mailings to its 


| members. 


Magazines, newspapers and other publications qualifying 


| for second class mailing privileges are not affected by the new 


sealing requirements. 

But related regulatory changes that came into effect on Oct. 
1 last year called for the use of postal codes on all second 
class mail and the sorting of the mail into separate lots based 


' on the first three characters of the alphanumeric code. O 
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Remote entry system 
for low volume sites 


Model 77 remote entry system is a dual- 
station, key-to-diskette communications 
system for low volume sites in distrib- 
uted processing networks. It permits 
one or two operators to enter, edit, ver- 
ify and store data on removable dis- 
kettes. The data is transmitted in batch 
mode to a central processor. Off line ca- 
pabilities include diskette copying and 
formatted printing to an optional line 
printer. The system will accommodate 
up to three diskette drives each able to 
store 242 kilobytes of data on 77 data 
tracks. The impact line printer provides 
a 63 EBCDIC character set, prints up to 
132 column widths and has speeds of 62 
and 125 lines a minute. Vertical density 
is 6 or 8 lines an inch. The operation 
station uses a 256 character visual dis- 
play unit on conjunction with keypun- 
cher typewriter style keyboards. Data 
100, 3 Place du Commerce, Nun’s Is- 
land, Montreal, and 15 Gervais Dr., Don 
Mills, Ont. 


COM faces bright future 


NEW ORLEANS, La. — Computer Output 
Microfilm growth is expected to more 
than double in the next five years, along 
with output media, predicts Joan Ross, 
International Data Corp. 


The systems are competitive because 
they take up less computer processing 
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Model 77 remote entry system. 


time, she claims. Even now, a nonim- 
pact printer has speeds up to 18,000 
lines per minute. At the same time, pa- 
per prices have risen 40-50%, in the last 
two years, while the cost of film prices 
has gone up only 10-15 percent. 

Prices of the COM systems are ex- 


pected to drop in future, she says, as the 
industry is very competitive, with quick 
technological changes. The COM mar- 
ket does not have a single manufacturer 
dominating the industry, as in comput- 
ers. 


Edmonton branch opens 


EDMONTON — MAI Canada has opened 
a branch here, the eighth in Canada in 
three years. Derm Begley is in charge of 
the branch at 102-10633 124th St. 


Predicts service 
company growth 


TORONTO — The ability of computer 
service companies to compete economi- 
cally with in-house operations, and the 
ability to shift emphasis in accordance 
with the changes in technology, will be 
key factors to industry growth in 1976, 
says Richard G. Taylor, president of the 
Canadian Association of Data Process- 
ing Service Organisations. 










He also forecast a 15-30% growth rate 
for the industry, although tight capital 
markets could cause some smaller com- 
panies to merge. Competition will con- 
tinue to be very strong, and when added 
to price constraints, will produce profit- 
ability squeezes resulting in mergers. 








Olivetti Canada’s new floppy disk option for its DE 520 remote data entry and TCV 
270 interactive on-line intelligent terminal systems is available as a single or dual unit 
and accommodates IBM 3740 compatible diskettes. 
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R. M. (Rick) Wilson is named national in 8 A A ino 
product manager, photocopiers at Sharp f, _ 
Electronics of Canada. For the past 
seven years he has been in sales and 
market development management posi- 
tions in the photocopying industry. His 
new responsibilities include introduc- 
tion of new copier products to dealers 
and development of dealer sales and 
service training programs 


‘ 


% 


J. M. Lewis, president of Dearborn 
Leasing Co., is president of the Cana- 
dian Information Processing Society, 
Toronto Section for 1975-76. Other offi- 
cers: I. J. Ferguson, Government of On- 
tario, past president; D. W. Crouse, 
Peat Marwick and Partners; L. Itiniant, 
Comserve; and R. Foyer, Gulf Oil Can- 
ada, vice-presidents; K. R. Arliss, Ko- 





dak Canada, secretary; R. D. Cook, Marilynn Weinkauf, a Calgary Power Consumer Service recep- 
Versa Management Services; G. J. tionist, scored 97 words per minute without errors to win the 
McQuade, IBM Canada; G. Van Toen, honors as the “fastest typist in the West”. The competition was 
Government of Ontario; A. Gluck, For- held in conjunction with the third annual Western Canada 
tex Consulting; T. W. Morrison, Aard- Business Show, sponsored by the Administrative Management 
vark Associates; B. Oliver, Comshare; Society —Calgary Chapter. Ms. Weinkauf won the title for the 
P. Lumden, Eaton’s; Marion Hart, na- third consecutive year and received a trophy and cheque for 
tional secretariat. $100 from the Society. 








Now for the modern office The RICOH 1510 
offset duplicator featuring automatic plate 
insertion and ejection 


Anyone can step up to the 1510 and make 
a copies. Simply load the master feeder - it 
al holds up to 30 masters. Select the quantity of 
copies needed. And press the start button. 
— 25 
za Taking up no more space than a filing cabinet 
MT - The Ricoh 1510 autoprinter will turn out 
y thousands of professional looking copies - of 
= anything - with little fuss, muss or bother. 
, Never before in a machine of this size has 
such a volume and variety of duplicating work 
been possible or so professional in 
appearance. One girl, with no special training, 
quickly and efficiently turns out anything from 
a 3-line memo to a 30 page report. 









Nill 


kd ¢ 





The Ricoh auto-printer 1510 truly the modern 


way to accomplish your mass duplicatin 
DOERING & BROWN pa ag ett es 


[Division of Alda Instruments Limited] 
1899 Leslie Street, Don Mills, Ontario 
Telephone [416] 445-6750 
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Two new application summaries 
describing financial control and 
job cost accounting for the HP 
Model 9830 programmable desk- 
top calculator equipped with 
mass memory are available with- 
out cost. Mass Memory Job Cost 
Accounting (Pub. #5952-8968) is 
a four-page summary that de- 
scribes the use of the calculator 
system to generate project reports 
on costs, progress and _profit- 
ability. Mass Memory Financial 
Control and Information System 
(Pub. #5952-8997) describes how 
the mass memory-equipped HP 
9830 can process financial data 
such as general ledger, payroll, 
accounts receivable/billing, order 
processing, inventory control and 
accounts payable. Inquiries Man- 
ager, Hewlett-Packard . (Canada) 
Ltd., 6877 Goreway Dr., Missis- 
sauga, Ont. 


A 32-page catalogue lists 300 
products with 130 illustrations. 
Items include a full line of proc- 
ess cameras, Flip/Top platemak- 
ers and platemaking equipment 
and diffusion transfer processors. 
Title is nuArc °76. nuAre Co. Inc., 
4100 Grand Ave., Chicago, IIL, 
60651. 


A 32-page brochure, Pocket Cal- 
culator Buyer’s Guide, is now 
available free. The brochure de- 
scribes and gives specifications for 
the company’s full line of pre- 
programmed and programmable 
pocket calculators for science, en- 
gineering, business, finance and 
education. Inquiries Manager, 
Hewlett Packard (Canada) Ltd., 
6877 Goreway Dr., Mississauga, 
Ont. 


Mail Supremacy is the title of a 

catalogue of mail handling equip- 
ment. One section details mail- 
room planning. Free, from W. A. 
Charnstrom Co., 8127 Pleasant 
Ave. S., Minneapolis, MN 55420. 


Brochures describing the com- 





plete line of Bruning microfiche | 
duplicators, cameras and retrieval | 
display units are available from 
Bruning Division of Addresso- | 
graph Multigraph of Canada Ltd., 
42 Hollinger Rd., Toronto M4B | 
3G6. 
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How AVERY 


\ 


Copier Labels 
} 


perform to 
save a lot of 
address 


All you need is a copier, typed-up names and addresses, 
and the appropriate Avery Copier Labels to suit your copier. 
Simply load the machine with copier labels, either in sheet or 
roll form, place the sheet of typed addresses in the copier, set 
the machine in operation and out come your printed labels. 
You've saved yourself a lot of typing. 


Avery Copier Labels are available for virtually all types of 
copiers, both sheet and roll-fed. 


Avery Copier Labels. One of our performers that works for 


Division of Avery Products Corporation (Canada) Limited 
35 McLachlan Dr., Rexdale, Ont. 


AVERY LABEL SYSTEMS 


Avery has one for every 
office use. 

















FLEXIBILITY: up to 50 stations 
in any combination of masters 
and sub stations with automatic 


chime signals and paging. 


UNIVERSAL MOUNTING: 


stations may be used on desk or 
wall, surface or flush mounted. 


COLORS: choice of decorator 


colors. 


SIX MONTH TRIAL OFFER 


PAYS FOR ITSELF 
WRITE TODAY 


ELECTRO 


A A I oi A OT A AP 


VOX INDUSTRIES INC. 


2626 Bates Road, Montreal 251, Canada 


NEED 
EXECUTIVES, MANAGERS 
PROFESSIONAL PEOPLE? 


or 
OFFERING A SERVICE? 
USED BUSINESS 
MACHINES FOR SALE? 

Use OFFICE EQUIPMENT 

and METHODS “Classified 

Ads” and REACH... 

*The people in the SAME 
market or business you‘re 
in. 

*Over 70,000 readers each 
month. 

*National coverage yet NO 
wasted circulation. 

"Effective, inexpensive be- 
cause you get the exact 
circulation you want. 

RATES: Display classified mini- 

mum size 1 column (2%) wide x 

1 inch deep at $40.00, plus $20.00 

for each additional % column inch. 

Payable in advance. 

OFFICE EQUIPMENT 
& METHODS 
Mike Katamay 

481 University Ave. 


Toronto, Ont. M5W 1A7 
Phone: 595-1811, Ext. 521 
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it costs $7,500 to maintain 50 file drawers 


from page 14 

nally, the legal, tax and financial de- 
partments should approve the 
revised recommendations. 

When this step is completed, the 
manager is free to draw up the re- 
tention schedule or timetable re- 
garding the life cycle of all recorded 
media. * ‘Don’t copy any other com- 
pany’s schedule or adopt one you 
found in a book.” Haltom advises 
records managers. “Each schedule 
has to be tailored to fit its own par- 
ticular company’s needs; others can 
only be used as guidelines.” 

Retention schedule forms and 
codes can follow any format but 
should be kept as simple as possible, 
she adds. 

Once the schedules are drawn up, 


.physical implementation can be car- 
| ried out by each department in- 


volved under the direction of the 
records manager. Master sets of all 
schedules should be kept by each 
department and all schedules 
should be up-dated at least twice a 
year, says Haltom. “A_ retention 
schedule that is not currently up- 
dated, shouldn’t have been written 
in the first place.” 

She also favors centralized de- 


struction requiring the signature of 


the records manager before any 
record is destroyed. 

When this step is completed, the 
manager is free to draw up the re- 
tention schedule or timetable re- 
garding the life cycle of all recorded 
media. * ‘Don’t copy any other com- 
pany’s schedule or adopt one you 
found in a book.” Haltom advises 
records managers. “Each schedule 
has to be tailored to fit its own par- 
ticular company’s needs; others can 


| only be used as guidelines.” 


Retention schedule forms and 
codes can follow any format but 
should be kept as simple as possible, 
she adds. 

Once the schedules are drawn up, 
physical implementation can be car- 


LeTeR 





ried out by each department in- 
volved under the direction of the 
records manager. Master sets of all 
schedules should be kept by each 
department and all schedules 
should be up-dated at least twice a 
year, says Haltom. “A_ retention 
schedule that is not currently up- 
dated shouldn’t have been written 
in the first place.” 

She also favors centralized de- 
struction requiring the signature of 
the records manager before any 
record is destroyed. 

Haltom adds that the success of 
any records retention program de- 
pends on the quality of its person- 
nel. “It’s a myth that initial training 
isn’t necessary. It is, and training re- 
quires a lot of patience. But once it’s 
given, it pays off ten-fold.” Oo 


Increases throughput 


Engineering changes have increased 
throughput up to 50% on two Datagra- 
phix COM (Computer-Output-Micro- 
film) products, company says. The Da- 
tagraphix 4540 off-line micromation 
recorder has a 72 KC transfer rate that 
allows a throughput of about 18,000 
lines per minute. A new high speed 
camera provides for interchangeable 
rollers 16 mm, 35 mm or 105 mm and 
permits sequencing of images on 105 
mm. The Datagraphix 4560 is a micro- 
mation recorder controlled by a mini- 
computer. The mini, coupled with the 
new camera, eliminates the need for 
host computer data handling and refor- 
matting. M.LC.R. Systems, 600 Eglin- 
ton Ave. E., Toronto M4P 1P3. 


Olivetti offers disc drive 
Olivetti Canada has introduced a floppy 
disc option for its DE 520 and TCV 270 
systems, available in single or dual 
units. 

The disk drive accommodates IBM 
3740-compatible diskettes. 





Depends on skill 
As you are aware, | am an avid reader 
of OE&M and look forward to each 
new issue. You didn’t disappoint me 
with the November issue and I was very 
interested in reading the story “WP at 
the Commerce; four-hour turnaround.” 
It was interesting to note that the as- 
sistant manager, Mrs. Chick, “believes 
that power typing does not increase pro- 
duction of regular correspondence in a 


central dictating operation.” Our expe- 
rience has been contrary to this, some- 
limes, in some places, with some 
people. In my experience a great deal 
depends on the nature of the work and 
skill of the authors and transcriptionists. 


J. R. LITTLE 

Supervisor, Central Office Services 
Air Canada 

Montreal. 


OFFICE EQUIPMENT & METHODS 





JANUARY, 1976 





OPINION 








For bosses only 


At last the secret’s out. As a boss, you leave almost everything 
to be desired. A British secretarial survey has discovered just 
what your loyal, tactful Miss Jones really thinks about vou, 
her boss. And it’s not a sweet picture. 

By an overwhelming majority, 368 Miss Joneses think you 
are downright wasteful, hopelessly inefficient or just plain re- 
dundant. (One third of those questioned thought there were 
too many bosses.) 

As many as 47% of the Miss Joneses feel you copy too 
many letters and memos to send to other executives (could 
the excessive photocopier use be largely your fault?) 

You also: @change the meaning of a letter after it has 

been typed; 

@ask for constant redrafts of letters (can’t collect 
your thoughts?); 

@and use long sheets of expensive stationery for 
short letters. 

And here’s one that bites into profits: 34% of the Miss 
Joneses complained about their bosses’ excessive use of ex- 
pense accounts. And almost a half of those interviewed 
thought the office furniture was too expensive and showy. 

Only 34% of bosses gave secretaries work in the morning 
to avoid afternoon frenzy — and 26% made no effort to do 
better even when they had been asked to. Obviously, it’s a 
sore point with secretaries. 

If you have wondered why Miss Jones gives you funny 
looks, could be you now share the secret that she heroically 
bears. 

—Arden Gayman 
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Send for 


For fast, free, information on any of the products Le 
or services advertised, use the Direct Reader 


Response Cards opposite. 


SIMPLY refer to the products/services listed below and 





write the advertiser's name and address on side A of the DY 
DIRECT READER RESPONSE CARD. On side B write 

your name, address and the product or service you 

want further information on. Add postage and mail. 


Advertisers in this issue 


Page IBC Acco Canadian Co. Ltd., 
501 MecNicoll Avenue 
Willowdale, Ont. 

M2H 2E2 


Page 2 Artopex Inc., 
P.O. Box 29, 
Place Bonaventure, 
Montreal, Que. 


Page 45 Avery Label Systems 
fe 35 McLachlan Drive, 
Rexdale, Ont. 

M9W 1E4 


Page 42 Berol Ltd., 
105 Rene Philippe, 
Montreal, Quebec 
J4R 259 


Page 8 Canadian Admiral Rockwell 
(Rockwell International), 
90 Thorncliffe Park Drive, 
Toronto, Ont. 
M4H 1M5 


Page 19, 37 Databook 70 
481 University Ave., 
Toronto, Ont. 
MS5W 1A7 


Page OBC A. R. Davey Co. Ltd., 
154 Milvan Dr., 
Weston, Ont. 

MOL 2A2 
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Page 44 Doering & Brown 
1899 Leslie St., 
Don Mills, Ont. 


Page 4T. Eaton Co. Ltd., 
1 Downey’s Lane, 
6th Floor, 
Toronto, Ont. 
MSG 1B6 


Page 46 Electro Vox Industries Inc., 
2626 Bates Road, 
Montreal, Quebec. 


Page 29 General Binding Corp. Ltd., 
49 Railside Road, 
Don Mills, Ontario 
M3A 1B3 


Page 40 Labelon Corporation 
10 Chapin Street 
Canandaigua 
New York, 14424 


Page 33-36 3-M Canada Ltd. 
Commercial Tape Products 
P.O. Box 5757 
London, Ont. 
N6A 9Z9 


Page 6 Office Overload 
55 Bloor St. West, 
Toronto, Ont. 
M4W 1A5 





Page OBC Olympia Business Machines 
58 Prince Andrew Place, 
Don Mills, Ont. 
M3C 3A2 


Page 15 Panasonic Video System Dept., 
40 Ronson Drive 
Rexdale, Ont. 
M9W 1BS5 


Page 20, 21, 23 Philips Electronics Industries 
116 Vanderhoof 
Toronto, Ont. 


Page 25 Pitney Bowes of Canada Ltd., 
150 Ferrand Dr., 
Don Mills, Ont. 
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Direct Reader ‘ ‘ 
Response Card | Office equipment 


& METHODS 
January 1976 


Your product in Office Equipment & Methods magazine was of 
interest to me. Please send further information about the 
products/services listed below. 





lf undeliverable return to: 
481 University Avenue, 
Toronto, Ont. MSW 1A7 


To: 





List product or service 





Company name From m 

Name Title 
Address Company 

Address 
City Prov P /code 

Tel 

immediate purchase reference 

Province Product information needed for 


future purchase 
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Get a an Acco Stapler’ Free 
and win a trip to Hawaii. 


Here’s the deal. Every 
time you buy the Bonus 
Pack of 100 Accoflex 
Hanging Folders you can 
get an Acco 40 Stapler 
absolutely free. Plus, you 
q et achance to wina 
) bulous holiday, for two, 
in Hawaii. 
| Accoflex Hanging 
, | 















Folders are a versatile 
way of solving filing 
problems. They come 
in letter or legal size. 
They have strong 
tabs that provide 
instant visual 
control. And 
they last so 


long that you 
can builda ira 
filing sys- . 


tem that 
will work 
year after 


Reach for Acco 


and head for 
| a holiday 





year and won’t need 
constant replacing. 

Accoflex Hanging 
Folders: a great way to 
organize your paper- 
work. A free Acco 40 
Stapler ($9.95 suggested 
retail list): a great way 
to handle paperwork. 
Together, a great way to 
win a fabulous holi- 
day trip to Hawaii. 

Full details are in 
every Bonus Pack of 
Accoflex Hanging 
Folders, available 
right now from your 
Acco Dealer. 

Place your order 
today! 
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The Ancient Egyptians were very 
serious about communications. 


Serious enough to hand carve all those 
hieroglyphics into stone. 

But imagine the knowledge they could 
have passed down if they'd had the use of 
a typewriter. 

Olympia has been serious about business 
communications for more than 70 years. 
They've stayed ahead of the times by pro- 
fe lWrottare Mm olOL-tiac-ss Maar [oualialcsom (ole t-hVamcre [01] 6) olsze) 
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Machines like the Electric 45. 

A small typewriter that has all the ad- 
vantages of a standard machine. 

Olympia builds this principle into all their 
products. Typewriters. Calculators. Copiers. 
Nave mm Biloie-lilare me (01) olanicia 

Because Olympia wants you to be ready 
fol ancolnnlelscel ue 


Olympia...when you’ in business to stay. 
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Olympia International 


Olympia Business Machines Canada Ltd., 58 Prince Andrew Place, Don Mills, Ontario. M3C 3A2 





